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This manual establishes the procedures for operating the automated sys- §
tem for the conduct of Air Force Management Engineering studies. It i
applies to all major commands and separate operating agencies. The data }
in this manual are used in conjunction with AFM 171-212, Automatic Pro- :
cessing Systems and Procedures, Base Management Engineering Data System. } [
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PART ONE

GENERAL

Chapter 1
INTRODUCTION

1.1 PURPOSE. The purpose of this manual is to provide man-
agement engineering personnel with the information necessary
to effectively use the Base Management Engineering Data Sys-
tem. It was developed in accordance with the provisions of
Department of Defense Manual 4120.17M and is organized to
provide the appropriate levels of detailed information to
various users. Those interested in a general overview should
refer only to Parts One and Two. Personnel desirous of
receiving detailed system operating instructions should also
refer to Part Three.

1.2 REFERENCES:

a. AFM 25-5, Management Engineering Policies and Pro-
cedures.

b. AFM 171-100, Automated Data Systems (ADS) Standards.

c. AFM 171-126, Volume II, Standard Air Force Statis-
tical Utility System: P104Q/TL.

d. AFM 171-212, Base Management Engineering Data System.

e. AFM 300-4, Data Elements and Codes.

f. DODM 4120.17M, Automated Data Systems Documentation
Standards Manual.

1.3 TERMS AND ABBREVIATIONS:

BMEDS - Base Management Engineering Data System

CATEGORY - For purposes of this manual, category will be
used as an all-inclusive term to denote category, task, sub-
task, element, or sub-element levels.
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CATEGORY LEVEL - This term will be used when referring
to the category level only, exclusive of the sub-levels.

COLLECTION TEAM - This term is synonomous with that of
an Input Team described in AFM 25-5.

DACS - Data Collection Subsystem
FILES/TAPES - For the purposes of this manual, the

words file and tape are generally interchangeable. As a
rule, the word file is used when referring to data or sets

of data stored on a tape. The word tape is used when referring

to the physical tape itself.
LTAS - Lead Team Analysis Subsystem
MEP - Management Engineering Program
MET - Management Engineering Team

PCN - Product Control Number. This is a number used to
identify input and output products. The first six characters
of the Base Management Engineering Data System PCNs will be
a constant SE515-. The next three positions will be a unique
numeric designation assigned to a specific input or output.
The last two characters of all output products will be
reflected in this manual as XX, representing the Out Study
Identifier, which is a variable which is assigned to identify
the file. All printed outputs will reflect the PCN in the
upper right and lower left of each page.

SLACK VARIABLE - For the purposes of this manual, the
term slack variable will be used when referring to a category
established by the Lead Team for the purpose of recording
data pertaining to a category which may be encountered by the
Collection Team during measurement, but which the Lead Team
did not identify.

WORDS - Work Center Description Subsystem
1.4 SECURITY AND PRIVACY:

1.4.1 SECURITY. All data files and computer programs in the
Base Management Engineering Data System are unclassified.

1.4.2 PRIVACY. The Base Management Engineering Data System
does not contain any personal information. Consequently,
privacy restrictions are not applicable.
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1.5 RESPONSIBILITIES. AFM 25-5 outlines responsibilities within the
framework of the Management Engineering Program. Further delineation of
responsibilities necessary to fulfill the requirements of the Base Manage-
ment Engineering Data System are as follows:

a. AFMEA will designate a Lead Team to function as the overall moni-
tor for accomplishing Air Force common studies for specified work centers
using the Base Management Engineering Data System; in 1ike manner, MAJCOMs
will designate a Lead Team for command studies.

b. Lead Management Engineering Teams will:

(1) Establish the Work Center Description as described in
Chapter 3.

(2) Provide guidance and assistance to the Collection Management
Engineering Teams during the data collection process.

(3) Consolidate and evaluate the Data Collection Subsystem data
by exercising the Lead Team Analysis Subsystem as described in Chapter 5.

(4) Create and provide to Data Automation all input data for
the Work Center Description Subsystem and the Lead Team Analysis Subsystem.

c. Collection Management Engineering Teams will:

(1) Accomplish the data collection for specified work centers
using instructions outlined in Chapter 4.

(2) Create and provide to Data Automation all input data for the
Data Collection Subsystem.

d. Data Automation will process the system input and produce requested
outputs.

e. The Air Force Data Systems Design Center, Manpower Systems Division
is responsible for:

(1) The computer programming and associated documentation required
for the Base Management Engineering Data System.

(2) Developing, documenting, and maintaining Data Automation
procedures in AFM 171-212.

(3) Documenting and maintaining functional procedures set forth
in this manual.
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PART TWO

SUMMARY

Chapter 2
SYSTEM SUMMARY

2.1 SYSTEM APPLICATION. The Base Management Engineering
Data System is an automated system for collecting and summa-
rizing management cngineering date using the concepts and
policies established by AFM 25-5. 1Its purpose is to relieve
management engineering personnel from the burden of perform-
ing manual summarizations and computations in order that they
may devote more time to the analysis and decision-making
aspects of a work measurement study. The system is capable
of accepting basic work measurement data and performing the
statistical computations and analysis necessary to produce
outputs in the standard formats required by AFM 25-5.
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2.2 SYSTEM OPERATION:

a. AFMEA or MAJCOMs will designate a Lead Team to
function as the overall monitor for accomplishing a study of
a specified work center using the Base Management Engineering
Data System. The Lead Team will establish in the Work Center
Description Subsystem the nucleus of decision data which will
be used by the Collection Teams in the data collection phase.
At the conclusion of the data collection phase, the Collec-
tion Team will send detailed and summarized data back to the
Lead Team. The Lead Team will input this information to the
Lead Team Analysis Subsystem for the development of various
arrays to assist in the final determination of the manhours
required for the work center being studied; and to obtain
data for further analyses by exercising the standard statis-
tical analyses programs in AFM 171-126.

b. The Base Management Engineering Data System is
designed to enhance the Management Engineering Program's
ability to achieve the goals of maintaining existing stan-
dards current and providing the basic data necessary to estab-
lish new standards. The specific responsibilities outlined
in this regulation and AFM 25-5 do not preclude or prohibit the
use of the Base Management Engineering Data System for local
use by a base of major command when providing management
engineering services requested by a local manager or commander.

B A

IR R e T

. LA ) -
ol v m——g < s e




— -

o e R o - o [ PN e ke moe

AFM 25-212 1 December 1976

(28]
1
[aV)

2.3 SYSTEM CONFIGURATION. The Base Management Engineering
Data System is operated on the Air Force Standard Base Level
Burroughs 3500 computers. The card reader and printer avail-
able in the servicing Data Processing Installation are used
for system input and output.

2.4 SYSTEM ORGANIZATION. The organization of the Base Man-
agement Engineering Data System parallels that of Management
Engineering studies conducted manually under the provisions
of AFM 25-5., It begins with the identification of the area
to be studied. This is followed by the actual collection or
measurement of the workload. The collected data are then
arrayed and analyzed to determine correlation. The system
does not perform the functions of translating the measure-
ment data into manpower standards. TFollowing is a brief
explanation of the three segments, or subsystems, of the Base
Management Engineering Data System.

a. WORK CENTER DESCRIPTION SUBSYSTEM (WORDS). Input to
the WORDS is the sole responsibility of the Lead Team. It
basically involves defining the various attributes of the
study such as the work centers, workload factors, measurement
techniques, major commands, units, etc. These data are defined
and entered in finite detail and are edited extensively to
insure correctness and completeness. Attention to detail
during this definition or description phase will pay high
dividends, in terms of efficient processing, during the fol-
low-on phases. Chapter 3, Part Three, provides a detailed
description of this subsystem.

b. DATA COLLECTION SUBSYSTEM (DACS). After the study
has been described fully in the WORDS, these data are dupli-
cated and furnished in automated form to each of the teams
that will act as collection teams for the study. The actual
conduct of the work measurement effort is accomplished as
specified in AFM 25-5 and independently from the data system.
Input to the Data Collection Subsystem begins at the end of
the first day when the measurement data, which were obtained
and recorded using regular techniques, are summarized and
input to the BMEDS. This process is repeated at the end of
each measurement period until the study is completed at which
time the total data are furnished to the Lead Team in auto-
mated form. A detailed description of this subsystem is
contained in Chapter 4, Part Three.
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c. LEAD TEAM ANALYSIS SUBSYSTEM (LTAS). After receiv-
ing all of the study data from all of the collection teams,
the Lead Team performs certain analyses of the data. The
system produces various arrays of the data and performs cor-
relation and regression analyses against the majority of
them. All outputs from this subsystem are optional and are
obtained by the use of input selection cards. Additionally,
the study data may be adjusted and the arrays and comparisons
reaccomplished, as required. A detailed description of the
Lead Team Analysis Subsystem is contained in Chapter 5, Part
Three.

d. That completes the functions of the BMEDS. The sys-
tem does not translate the collected data into manpower
standards. Additional analyses of the data can be performed
by inputting it into the various standard statistical
analysis programs outlined in AFM 171-126.

2.5 PERFORMANCE:

a. BASIC FILE. The Base Management Engineering Data
System was originally designed to prepare and store narra-
tive work center descriptions using automated methods. How-
ever, it was determined that it would be more economical from
both a personnel and equipment standpoint to prepare work
center descriptions in typewritten form on AF Forms 1110.
Work center descriptions will therefore continue to be manu-
ally prepared on AF Forms 1110 by the Lead Team in accordance
with AFM 25-5. Only the category, task, sub-task, element, i
and sub-element titles will be used in the Work Center
Description Subsystem to form the foundation around which all
data will be collected. The source of workload count and
other special instructions and information must also be inter-
changed between Lead and Collection Teams by manual typewritten i
means.

b. FILE BUILD AND UPDATE. The initial 'build" action
in the WORDS will create a tape against which update actions
will be taken. Each subsequent update processing action will
create a new tape in the Work Center Description Subsystem
and the Data Collection Subsystem. The Lead Team Analysis
Subsystem selection cards will be processed against one tape.
The files to be updated will be identified in each output
product as a result of Study Identifiers assigned by Lead
Teams and Collection Teams.
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c. The threce subsystems of the Basec Management Engineer-
ing Data System will accommodate a maximum of 40 input bases.
The record limitation is 80,000 mecasurement records per base.

d. The Work Center Description Subsystem and the Data
Collection Subsystem may be used for a single point study, or
a study encompassing up to 40 input bases. However, a mini-
mum of threce bases must provide input for a specific Func-
tional Account in order to exercise the Lead Team Analysis
Subsystem.

2.6 DATA BASE:

a. DESCRIPTION FILE. This file contains all of the rec-
ords established in the WORDS for a work center. The descrip-
tion file is considered complete after the final update action
has been taken and the data are ready for transmission to the
Collection Teams.

b. ADDRESS FILE. This file is comprised of the descrip-
tion file data appropriate to each Collection Team as defined
in the Address Extract Card. The Address File is used to
transmit Work Center Description Subsystem data from the Lead
Team to the Collection Teams.

c. MEASUREMENT FILE. This file contains all of the work
measurement transactions entered into the Data Collection Sub-
system by the Collection Teams. The measurement file is used
to produce operational audit, work sampling, time study, and
workload factor worksheets, summaries and reports.

d. ANALYSIS FILE. This file is established in the Lead
Team Analysis Subsystem by the merge of measurement files
from the various Collection Teams. The analysis file is used
to produce selected arrays of work measurement data.

2.7  GENERAL DESCRIPTION OF INPUTS, PROCESSING, OUTPUTS. An
explanation of the general flow of input/output processing
for each subsystem is as follows:

2.7.1 WORDS INPUT/OUTPUT PROCESSING:

] a. The Lead Team will initiate the Description In

Card File, PCN SE515-810, which is explained inpdetail ?gt
Chapter 3, Part Three, to establish the basic work center s tudy
plan. Six outputs will be made available to the Lead Team to
assist them in establishing an accurate study plan which will
be used by the Collections Teams. These outputs are:
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(1) The WORDS Update Card Input, PCN SE515-107-XX,
which provides a visual reference of all the Card Transac-
tions that were input. H

ekt e

(2) The Input Error List, PCN SES15-111-XX, which
provides a code and definition for crror conditions before
the transactions are processed against the Work Center
Description Subsystem tape.
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(3) The Update Lrror List, PCN SES515-112-XX, which
provides a listing of the input for which no measurement rec-
ord can be found on tape.

(4) The Level of Activity Error List, PCN
SE515-113-XX, which contains the level of activity errors
which occurred as a result of the improper placement of a
category, task, sub-task, element or sub-clecment,

PN 0 S, i

(5) The Standard Task & Workload Description Regis-
ter, PCN SE515-121-XX, which reflects the workload factors,
functional accounts, categorics, study initiators and study
terminators that the Lead Team established in the Work Center ;
Description Subsystem. ‘

(6) The Work Center Description List, PCN
SE515-151-XX, which reflects the titles of categories in the
paragraphing structure of AF Form 1110, or, if desired, a
modification of the AF Form 1110 paragraph structure to per-
mit the collection of data to the levels required.

b. When outputs described in subparagraphs (5) and (0)
above reflect the desired information, the Lead Team will ini-
tiate the Address Extract Card File, PCN SE515-830, to estab-
lish tape files applicable to cach Collection MET. If errors
are found when processing this input, a Level of Activity
Error List described in (4) above or a WORDS Final Edit List,
PCN SE515-610, which will reflect errors due to a mismatch of
PAS numbers and Identity keys, will be received. If there
are no errors, a tape will be created for each Collection
Team. This tape is called the Address File, PCN SE515-912.
The Lead Team will provide the Data Processing Installation
with instructions for transmitting these tapes to the appro-
priate Collection Team. The MET Identity File, PCN SE515-840,

—eempm——— - - ST 2RI P R, T T T T ——————
. W ;.:&&?%Mm e N
g e - - -

119

ettt eshas sttt




2-6 AFM 25-212 I December 1976

although part of the Work Center Description Subsystem, is
input by the Collection Team to establish a study tape from
the Address File and receive the outputs described in para-
graphs (4) and (5) above, as well as 2.7.2a(l), b(l), c(l),
and d(1) below.

2.7.2 DACS INPUT/OUTPUT., The Collection Team may initiate any
of the nineteen different card formats in the Data Collection
Input File, PCN SE515-820, which are explained in detail in
Chapter 4, Part Three. Specific input/output will be dependent
upon the type of study techniques employed.

a. Operational Audit input can produce the following output:

(1) Operational Audit Worksheet, PCN SE515-222-XX,
will be provided when worksheets are requested in the DACS
Control Card. Worksheets are designed so that operational
audit data are entered directly on the worksheets and then
forwarded to keypunch without transcribing the data on AF
Forms 1530,

(2) Operational Audit Data, PCN SE515-255-XX, will
contain operational audit data in AF Form 1040 format.

(3) Operational Audit Record, PCN SES515-275-XX,
will contain the monthly allowed time for each category level
in AF Form 499 format.

b. Work Sampling input can produce the following outputs:

(1) Work Sample Data Collection Record, PCN
SE515-221-XX, which consists of worksheets which allow for
the daily summarization of work sampling data.

(2) Work Sampling Record - Daily, PCN SE515-251-XX,
reflects daily work sampling transactions in the same format
as Page 1 of AF Form 1111, "Work Sampling Record".

(3) Work Sampling Record - Category Computations,
PCN SE515-252-XX, provides work sampling data in the format
required on Page 2 of AF Form 1111.

(4) Work Center Productivity Record, PCN
SE515-241-XX, provides a summary of dircct and indirect pro-
ductive time by day.

-
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c. Time Study input will produce the following outputs:

(1) Time Study Worksheet, PCN SE515-223-XX,
reflects the format in which data are to be collected using
time study techniques.

(2) Time Study Data Report, PCN SE515-257-XX, is
comprised of Parts A and Part B. Part A provides detailed
time study input in a format similar to Page 2 of AF Form
1112, "Time Study Data'; and Part B provides data in the for-
mat and computations required by Page 1 of AF Form 1112.

(3) Time Study Data Summary, PCN SE515-278-XX,
reflects time study data in AF Form 313, "Time Study Record"
format.

d. Shift Profile input requests will produce the fol-
lowing outputs:

(1) Shift Profile Data Collection Record, PCN
SE515-242-XX, reflects the serial number to be used when
preparing the Shift Profile Input Card and the daily shift
profile input effected by the Shift Profile Input Card.

(2) Shift Profile Transaction Report, PCN
SE515-243-XX, reflects the number of samples of transferable
work and nontransferable work for each clock time specified
in the Shift Profile Input Card. Summarized manhours sampled

are also reflected for each clock time.

(3) Manhour/Shift Profile Analysis, PCN
SE515-244-XX, provides the transferable, nontransferable and
minimum manning manhours calculated by the computer.

e. Other outputs will provide general information as
follows:

(1) Data/Detail Error List, PCN SE515-212-XX,
indicates input errors because card formats or input instruc-
tions were not followed.

(2) Transaction Update Error List, PCN
SE515-210-XX, indicates errors because there is no related
record on file for the input data and duplicate transactions.

WA
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{3) Transaction Update Record, PCN SI515-211-XX,
indicates the transactions that were processed.

(4} Input Control, PCN SE515-213-XX, indicates
the input tape number and number of records written.

{5) Output Control, PCN SE515-214-XX, indicates
the output tape number and the number of records written.

(6) Data Collection Subsystem Report Initiator,
PCN SES15-279-XX, provides a record of the output products
requested in the DACS Control Card.

f. Workload Factors, PCN SES515-253-XX, provides a sep-
arate page for cach workload factor number which was estab-
lished in the Work Center Description Subsystem. Both the
historical count and actual count records will be shown on
the same page. If no workload data were input, a message
will he printed stating this.

$. Standard Input Data Computation, PCN SE515-271-XX,

reflects data in AF Form 308 'Standard Input Data Computation"

format. This computation will be the last report to be
requested in the Data Collection Subsystem,

2.7.3 LTAS INPUT/OUTPUT. The Lead Team will request the
merging of Collection Team tapes by submitting an Analysis
Merge File, PCN SES15-415, to the Data Processing Installa-
tion. After the merge has been accomplished, a variety of
output listings may be reccived by inputting the Selection
File, PCN SE515-416. Outputs will be titled as Parts A
through C and E through J of the Lead Team Analysis Report,
PCN SE515-407-XX.

a. Part A - Transaction Register, reflects the LTAS
Selection transactions regardless of whether they were proc-
essed or rejected in error.

b. Part B - Workload Factor Analysis, reflects the
monthly historical workload factor data for each base meas-
ured.

c. Part C - Category Array, reflects the direct and
indirect manhours by category for each measurement base, as
well as the total workload factor data.
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d. Part D - Reserved for future use. ;ﬁ ;

e. Part E - Category/Work Unit Analysis, depicts work- K . 'i
load values and manhours for selected workload factors. "

f. Part F - Direct Manhour Correlation, provides the
correlation of direct manhours for each category.

g. Part G - Percentage Analysis, presents a grouping
of the percentage of manhours for selected categories through
sub-elements, in relation to the total direct manhours.

h. Part H - Task Manhour Array, provides a comparison
of the manhour/work unit relationships at each measurement
base.

i. Part I - Unit Time Array, reflects manhours divided
by selected work units for each measurement base.

j. Part J - Percentage Array, reflects the time spent
on each task through sub-element level for each measurement
base expressed as a percentage of the total direct manhours.

k. Analysis Summary Cards, PCN SE515-913, is an output
from the RAP-Card Generator input which is part of the Selec-
tion File. The Analysis Summary Cards will reflect total
manhours and workload factor data for each base and can be
used as input to the Regression Analysis Program, NTLR-10.

2.8 KEYPUNCH INSTRUCTIONS. The Management Engineering Teams
_ will be responsible for the creation of all data transcrip-

: tion documents relating to the system. This includes initial
source input, control data and all subsequent corrections.
The responsibility for keypunch and verification of these
data will be determined locally.

2.9 FIELD ASSISTANCE. When known or suspected crrors exist
in instructions, procedures, text for the preparation of
input data, audit procedures, computer printed products or
other related user products, contact the system monitor in
Data Automation for assistance in determining the need for
and preparation of a B3500 Difficulty Report (DIREP).
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PART THREE
STAFF FUNCTIONS

-

Chapter 3

WORK CENTER DESCRIPTION SUBSYSTEM (WORDS)

3.1 STAFF INPUT REQUIREMENTS:

3.1.1 GENERAL. The Work Center Description Subsystem (WORDS)
provides the foundation for the computer input necessary to
perform a work measurement study. Table 3.1 relates the
necessary decisional data outlined in the preliminary phase
procedures of AFM 25-5 with the card types which will input
these data to the Base Management Engineering Data System.

The Lead Team will create the appropriate input on AF Forms
1530 or other locally devised keypunch forms in the formats
described in paragraph 3.4. The Lead Team will forward the
card input to the Data Processing Installation in two sepa-
rate phases: build and update as described in paragraph 3.5.
The build phase is the initial submission of card input to
establish a work center title description record. The update
phase consists of add, delete, or change actions, and the
insertion of study controllers to stipulate the beginning and
ending points for the employment of work sampling, opera-
tional audit and time study techniques. As many update actions
as are required may be taken to finalize the file before

it is transmitted to the Collection MET for the collection of
measurement data within the boundaries established in this
subsystem by the Lead Team. Lead Teams have a number of design
alternatives available to them in the WORDS. The selection

of methodologies depends upon the type of study to be per-
formed and the correiations desired in Lead Team Analysis
Subsystem. The underlying principle of the system is that
all measurement teams must adhere to the basic constraints
established by the Lead Team in WORDS so that comparative
analyses are meaningful in the Lead Team Analysis Subsystem.
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WORDS INPUT

D _PURPOSE
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A

B

Prepare a

=M C o

with a
card
jdentity
FO

when it is necessary to

Card

Functional Account

identify each work center,

-estabTish separate Functional
Account Shreds for known additives.

estabTish a sTack variable Func-
tional Account Shred to permit the
recording of additive data which
may be encountered during measure-
ment.

4 | Workload Factor
Title Card

Wl

describe potential workload fac-
tors against which actual and his-
torical workload data may be col-
lected.

provide a means of entering actual
workload data for LTAS correlation
and regression analysis.

provide a means of recording his-
torical information such as person-
nel authorized, personnel assigned,
etc.

Workload Card

7 | Functional Account

Fl

relfate the Workload Factor Num-
bers applicable to each Functional
Account Shred.

8 | Activity Level
Title Card

CEE!

o1, 02,
03, 04,
05

identify the categories, tasks,
sub-tasks, elements, and sub-ele-
ments appropriate to each Func-

tional Account within a work center.

identify categories by direct or
indirect types.

identify fixed, variable, or per-
sonnel generated standard types.

identify the Associated Workload
Factor Number for a category level.

12{ Location Card

e

provide organizational data for the
installation being measured.

T3, WORDS Parameter
, Card

31

establish significant standards of
operation for each Functional
Account Shred; i.e., available
time, allowance factor, degree of
accuracy.
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TABLE 3-1 {Continued) |

v

gl —

WORDS INPUT AND PURPOSE
A

I
B

' Prepare a

with a
card
identity of

when it is necessary to

" Card

WORDS Control

¥

provide instruction on the type of

processing action to be taken with

each batch of input, or to request

a Standard Task & Workload Descrip-
tion Register, PCN SE515-121-XX.

Study Initiator
and Terminator
Card

identify the Functional Account/
Shreds to be measured by work sam-

pling.

identify the Functional Account/
Shreds to be measured by time study.

identify the specific tasks within
a Functional Account against which
time study data is to be collected.

identify the Functional Account/
Shreds to be measured by opera-
tional audit.

“identify the specific tasks within
a Functional Account against which
operational audit data is to be
collected.

perational Audit
Parameter Card

provide a means of entering pre-
established operational audit
frequency or times if desired.

21

Master Control
Card

change the Functional Account/
Shred or direct indirect designa-
tions for a volume of records

WORDS Special
Delete Card

deTete a2 volume of records with one
card transaction

23

ddress Extract
Card

><i

associate the PAS number of the
activity to be studied with the
Functional Account Shreds appro-
priate to that activity, and

associate the activity to be
studied with the MET that will
conduct the study.

Identity Card

ID

identify the file which 1s to be
used to select the appropriate
data for transmission to each Col-
Tection MET.

MET Tdentity
Card

Varied

establish a Collection Team mea-
surement file.
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3.1.2 CATEGORY/STUDY INITIATOR AND TERMINATOR RELATIONSHIP.
Ideally, the category through sub-elements established in

the WORDS should be synonymous with those reflected on the
AF Forms 1110, Work Center Description, so that there is a
paragraph numbering relationship between the AF Form 1110

and the Standard Task § Workload Description Register and
Work Center Description List. It is important to recognize
at this point that the subsequent Data Collection Subsystem
is designed to collect operational audit data only at the
lowest categories established in the WORDS. Conversely,

the Data Collection Subsystem will accept work sampling sta-
tistics only at category levels. Lead Teams must, therefore,
design the WORDS Work Center Description in consonance with
the levels at which work measurement data are to be collected.
If it is absolutely certain that operational audit is not to
be performed; that is, if work sampling is to be the only
technique to be employed, only category levels should be
defined at whatever levels work sampling data are desired.

If operational audit is the only technique to be employed,
all categories must be defined to the lowest element to be
measured. If both techniques are specified, all categories
are to be defined and the Data Collection Subsystem will
select the lowest levels for operational audit measurement and
category levels for work sampling measurement.

3.1.3 SLACK VARIABLES. The Lead Team's selection of the slack
variable reporting method depends, to a large degree, on the
analysis desired in the Lead Team Analysis Subsystem. Addi-
tives may be entered into the system by establishing a separate
slack variable Functional Account/Shred, or by entering slack
variable categories within the Standard Work Description of

an established Functional Account Shred. Slack Variables
entered in a separate Functional Account Shrea can be identi-
fied as pure additives in the Lead Team Analysis Subsystem.
Slack variable categories included in the Standard Work Descrip-
tion of an established Functional Account Shred will be com-
bined with the manhours of other categories in that Functional
Account Shred. Slack variables provide a means of collecting
data in categories not initially identified by the Lead Team.

3.1.4 WORKLOAD FACTORS:

a. The Data Collection Subsystem provides for the col-
lection of historical and actual workloads for each Workload
Factor Number established in the WORDS. The Lead Team Analy-
sis Subsystem performs correlation and regression analysis
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against the historical workload reported in the Historical
Workload Count Card (W4) of DACS. The actual workload data
reported in the Actual Workload Count Card (W5) of DACS is
not used in the Lead Team Analysis Subsystem. When work
sampling is the primary measurement method, the Lead Team
may desire correlation and regression analysis using actual
workload data. This may be done by establishing two Workload
Factor Numbers for each workload factor. One Workload Factor
Number can be used to input the Historical Workload Count
Card and Actual Workload Count Card transactions. The second
Workload Factor Number established for the same workload
factor can subsequently be used by the Collection Team to
input the actual workload figure in the Historical Workload
Count Card and thus permit correlation and regression analy-
sis using actual workload data. In such instances, the Lead
Team should provide separate instructions to indicate whether
the actual daily average or computed monthly average based

on the actual workload figures should be used.

b. Other data, such as personnel authorized, personnel
assigned, personnel loaned, or personnel borrowed may be
recorded in the system by assigning a separate Workload Fac-
tor Number to each item. When such data is to be collected
for more than one Functional Account, a separate Worklnad
Factor Number will be necessary for each item for each Func-
tional Account.

3.1.5 FILE CONTROL. 1It is possible that the METs will be
simultaneously developing and/or collecting data for more
than one work center and/or that the Data Processing Instal-
lation may service more than one MET. 1It, therefore, becomes
necessary to establish a means of identifying the file which
is to be updated to the Data Processing Installation. This
is accomplished by using In and Out Study Identifiers in the
WORDS, DACS, and LTAS Control Cards. Each output product in
the system will describe the Study Identifier in the last
two characters of the PCN. The Study Identifier can be
changed at any time by assigning the new designation desired
in the Out-Study Identifier field of the control cards.
Although the Study Identifier can be changed at any time,
this action should be taken only when the need to change or
assign a new Study Identifier has heen clearly demonstrated
as essential. Indiscriminate changing of Study Identifiers
can cause an unwarranted additional workload in the Data
Processing Installation. The procedure of assigning Study
Identifiers is basically as follows:
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a. When the initial build action is taken in the WORDS,
the Lead Team will establish a 2-character Study Identifier
in the WORDS Control Card. Each time WORDS update action is
taken, this In-Study Tdentifier will be used in the WORDS
Control Card. When the Lead Team forwards the tapes to the
Collection METs, the Tn-Study Tdentifier used by the Collec-
tion MET is that which the Lead Team had assigned.

b. The Collection Team may assign a different Study
Identifier to each study they are engaged in only with the
approval of the Lead Team. The control card for each DACS
update action will contain the In-Study Identifier assigned.
At the conclusion of the DACS, Collection Teams will forward
the DACS tape to the Lead Team and advise them of the Study
Identifier.

c. The Collection Team Study Identifier becomes the
In-Study [dentifier used in the LTAS Merge Card. By processing
the DACS, the Lead Team may assign a different Study Identifier
to each individual Collection MET tape which will become the
identifying number should any changes be made to the individual
DACS tapes by the Lead Teams at some future time. A separate
Study Identifier will be assigned to the merged LTAS tape.

3.2 COMPOSITION RULES. Not applicable.
3.3 VOCABULARY. Not applicable.

3.4 INPUT FORMATS. The keypunch instructions for this sub-
system have been entered on AF Forms 1190 and are enclosed as
Attachment 2. Detailed instructions relating to the data
fields which are to be completed follow. Card columns not
mentioned are to be left blank.

3.4.1 DESCRIPTION INPUT CARD FILE, PCN SE515-810. This file
contains the card transactions itemized in Rules 1 through 22
of Table 3-1 which are necessary to build and update a WORDS
Description File. A WORDS Control Card must be submitted

with the initial build request and with each subsequent update
action. It is suggested that cards for the build action be
prepared in the order of Rules 1 through 14 of Table 3-1.

The Master Control Card, the WORDS Special Delete Card, the
Study Initiator and Terminator Cards, and the Operational
Audit Parameter Card should not be prepared until the initial
build action has been taken since these cards require a Serial
Number which is assigned during the build process. After the
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initial build action, all card types in Rules 1 through 22
may be processed in as many update actions as necessary to
establish the desired Work Center Description. An explana-
tion of each card type follows:

. a. FUNCTIONAL ACCOUNT CARD. Functional Account Cards

i define the Functional Accounts and their Shreds applicable

: to the work center being measured. Each Functional Account
and Functional Account Shred reported in the Activity Level
Title Card must have a Functional Account Card. Up to 50
separate functional account shreds may be entered for each
study. Lead Teams may desire to establish additive Func-
tional Account Shred(s) so that additive data may be recorded
in the DACS.

i

T lr,"r'yﬂ’ar R BT

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

3 CARD 1-2 Enter F{ g
r| TRANSACTION E

. ACTION FILE 3 A - Add .
* MAINTENANCE D - Delete :
C - Change

' A delete action requires the
} completion of card columns

1 through 9 only. A delete
! : action will also delete the
' data on record for the Func-
tional Account/Workload Card
(F1). Change actions can be
taken on any item except the
b Functional Aczount and Shred.
To change a Functional Account,
L a delete and add action must
be completed since this is the
controlling item upon which
the computer bases its action.

| FUNCTIONAL 4-7 Enter the Functional Account to

| ACCOUNT be reported in the Activity Level
’ Title Card. Card columns 4,

S, and 6 must be numeric. Card
column 7 can be alpha or numeric.

I o= Ve o —m < » JO A TR SR .4- -
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CARD

DATA NAME COLUMNS SPECIAL INSTRUCTIONS
FUNCTIONAL 8-9 Enter the Functional Account
ACCOUNT SHRED Shred. This field may be

left blank.

FUNCTIONAL 11-28 Enter the abbreviated title
ACCOUNT of the Functional Account con-
ABBREVIATION tained in FUS00, AFM 300-4,

Volume XII.

FUNCTIONAL 29-46 Enter the abbreviated title
ACCOUNT of the Functional Account
SHRED Shred which describes the
ABBREVIATION function or additive cate-

gory which is being identified.

If there is an entry in card
columns 8 and 9, this field
must also be completed.

b. WORKLOAD FACTOR TITLE CARD. This card identifies
the title of the workload factor and work units applicable
to the work center being studied. As explained in paragraph
3.1.4, the DACS provides for the collection of historical
and actual workloads for each Workload Factor Number entered
in the system. The LTAS will perform correlation and regres-
sion analysis using the workload data entered in the DACS
Historical Workload Count Card (W4). Correlation and regres-
sion analysis using only actual workload data in the LTAS may
be obtained by assigning two separate Workload Factor Numbers
for each Workload Factor Title. For example, correlation and
regression analysis is desired using actual workload data for

the workload "Number of Tons Shipped". The WORDS should assign

a Workload Factor Number 01 to Number of Tons Shipped and a
Workload Factor Number 02 to Number of Tons Shipped - Actual.
Workload Factor Number 02 can then be used in the DACS to
enter an actual workload figure in the Historical Count Card
(W4), and thus have the LTAS use this record for correlation
and regression analysis. Other information such as personnel
assigned or personnel authorized can be recorded by identify-
ing each with a Workload Factor Number and Title. It may be
advisable to establish several extra Workload Factor Numbers
in a study in the event that some workload unit counts were

not taken into consideration in the WORDS.

I TR T T i e

e o e

———————————eeet SRR



AFM 25-212 1 December 1976

DATA NAME
CARD TRANSACTION

ACTION FILE
MAINTENANCE

SERIAL NUMBER

WORK SEQUENCE
NUMBER

CARD

COLUMNS

1-2
3

4-9

10-11

3-9

SPECIAL INSTRUCTIONS

Enter W1 (numeric one)

A - Add
C - Change
D - Delete

Leave blank on the initial
build action. After the
build action has been taken,
enter the appropriate Serial
Number as follows: When add-
ing, enter the Serial Number
of the line above. When
deleting or changing, enter
the Serial Number of the line
being deleted or changed.
Delete actions require com-
pletion only to card column
17.

Leave blank on initial build
unless there is more than one
card used to define the Work-
load Factor Title. After the
build action has been taken,
enter the '"SEQ" number assigned
by the computer, which appears
in the column before the Serial
Number on PCN SES515-121-XX,
"Standard Task § Workload
Description Register'. When
more than one card is being
added to define the title, an
ascending number is assigned
to each card. Example: Three
cards are required to define
the title of Workload Factor
#1. The Work Center Sequence
nunber of the first card would
be #1, the second card #2, the
third card #3.

R SR LR e L
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CARD

WORKLOAD FACTOR 16-17
NUMBER

WORKLOAD FACTOR 20-62
TITLE

SEQUENCE NUMBER 76-80

CARD

CARD TRANSACTION 1-2

ACTION FILE 3
MAINTENANCE

DATA NAME COLUMNS

DATA NAME COLUMNS

- - vy

AFM 25-212 1 December 1976

SPECIAL INSTRUCTIONS

Enter @#1 through 99 to identify
and control the individual
workload factors applicable

to the work center under study.
Workload Factor Numbers must

be numbered consecutively
beginning with @#1; or a miss-
ing Workload Factor error will
result in the WORDS Final Edit
List.

Enter the title of the Work-
load Factor. If necessary,
up to 99 continuation cards
may be used per workload fac-
tor number to provide a clear
workload title.

Use for the initial build

only, if desired, as explained
in the Sequence Number instruc-
tions for the Activity Level
Title Card.

c. FUNCTIONAL ACCOUNT/WORKLOAD CARD. This card matches
the workloads described in the Workload Factor Title Card that
are applicable to the functional accounts in the Functional
Account Card. Card entries are:

SPECIAL INSTRUCTIONS

Enter F1 (numeric 1)

A - Add
D - Delete

Change actions will not process
in this card. Workload Factors
may be revised by submitting a
delete action. Example: Work-
loads @1, #2, g3, P4, and #5
were put in for a Functional
Account Shred. It is desired

e M e L@ g e e AR .. 1nt
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i
CARD
DATA NAME COLUMNS SPECTAL TINSTRUCTIONS

v

B3
s
v

co delete factors @4 and PS5
only. A delete action should
be processed with 0405 in card
columns 10 through 13. Con-
versely, factors 06 and 07
may be added by entering @6
and #7 in card columns 10 to
13 with an add action.

FUNCTIONAL 4-7 Enter the Functional Account
ACCOUNT reported in the Functional
Account Card.
FUNCTIONAL 8-9 Enter the Functional Account ‘
ACCOUNT SHRED Shred reported in the Func-
tional Account Card.
WLF-NR 10-11 Enter the Workload Factor Num-
WLF-NR 12-13 bers assigned in columns 16 and
WLF-NR 14-15 17 of the Workload Factor Title
WLF-NR 16-17 Card, which are appropriate to
WLF-NR 18-19 each Functional Account or Shred
WLF-NR 20-21 shown in card columns 4 to 9 y
WLF-NR 22-23 above. Up to 26 different Work- :
WLF-NR 24-25 load Factor Numbers may be
WLF-NR 26-27 entered on one card. Additional
WLF-NR 28-29 cards may be used when more than
WLF-NR 30-31 26 Workload Factor Numbers are
WLF-NR 32-33 applicable to a Functional
WLF-NR 34-35 Account.
WLF-NR 36-37
WLF-NR 38-39
WLF-NR 40-41
WLF-NR 42-43
WLF-NR 44-45
WLF-NR 46-47
WLF-NR 48-49
WLF-NR 50-51
WLF-NR 52-53 ; ‘
WLF-NR 54-55 3 !
WLF-NR 56-57 . »
. WLF-NR 58-59
: WLE-NR 60-61
»
1 3
2
:
y.
&
SN -
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d. ACTIVITY LEVEL TITLE CARD. This card contains the
titles of the basic categories, tasks, sub-tasks, elements, .
and sub-elements which are to be introduced into the system
for each Functional Account/Shred within a work center and
should follow the pattern of the category titles reflected
in AF Form 1110, Work Center Description. Slack variables
can be established just as any other category except that
the Title in card columns 20-49 will in some way identify it
as an extra category. See paragraph 3.1.3. These cards will
form the data base upon which all measurement statistics will
be collected by the Collection Teams in the Data Collection
Subsystem. Each category level within a Functional Account
should receive an 01 Card Transaction. Each task within a
Functional Account should receive an 02 Card Transaction, etc.
The system will assign the Line Number paragraphing based on
the sequential order of the input or in the order of the
assigned Sequence Numbers. All direct and indirect tasks for
a Functional Account/Shred must be grouped together. Dif-
ferent Functional Account/Shreds should not be interspersed
among each other or between direct and indirect tasks. A
review of paragraph 3.7.5 and Attachment 12 will aid in under-
standing the intent of this card file.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

CARD 1-2 Enter @1 for each category.

TRANSACTION Enter @#2 for each task.
Enter #3 for each sub-task.
Enter @#4 for each element.
Enter #5 for each sub-element.
Insure that all categories are
assigned @1, all tasks @2, etc.
Proper paragraphing will result !
by maintaining proper sequence ]
either by the use of Sequence
Numbers described below or by ;
manually maintaining the proper {
card sequence for the initial ;
processing.

ACTION FILE 3 A - Add
MAINTENANCE D - Delete ‘ !
C - Change

e — .




AFM 25-212
CARD
DATA NAME COLUMNS
SERIAL NUMBER 4-9

1 December 1976

3-13

SPECTAL INSTRUCTIONS

The initial build will be made
with "A" actions. Subsequent
delete actions are required to
be completed only to card col-
umn 9. Once study initiators
and terminators have been
entered in the file, an add
action cannot be taken immedi-
ately following the study
initiator or terminator. How-
ever, the desired action can

be taken by changing the first
Serial Number following the
initiator or terminator to what
is desired to be reflected on
the first line and adding to
the subsequent line what was
originally on the first line;
or, by resubmitting the cards
for another build action. A
"change" action will not change
a Functional Account or cate-
gory. Functional Accounts may
be revised by the submission of
a delete action and an add
action, or by the submission

of a Master Control Card. Cate-
gories are also changed by a
delete action and an add action.

Leave blank on the initial file
build. Serial Numbers are
assigned by the computer based
on the initial sequencing of
cards by manual means or by the
use of the Sequence Number.
After the initial build has
occurred, the Serial Number
becomes the base upon which add,
delete, or change actions are
taken. To add a line after the
initial build, use the Serial
Number of the line just before
the location that the added line
is to appear. When adding more

fra b 'ﬂﬂﬂ%m,gj R
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DATA NAME

ASSOCIATED WORK-
LOAD FACTOR
NUMBER

FUNCTIONAL
ACCOUNT

CARD

COLUMNS

10-11

12-15

AFM 25-212 1 December 1976

SPECTAL INSTRUCTIONS

than one line under a Serial
Number, either (1) use the same
Serial Number for all entries,
or (2) enter the Serial Number
on the first add card of the
group and manually place the
cards in back of the add card
containing the serial number.
In either case, assign a
sequence number in card column
76 through 80 to depict the
order in which lines are to
appear. A sequence number in
card columns 76 to 80 must also
be assigned to all update add
actions.

Use the Workload Factor Number
assigned in the Workload Factor
Title Card which is applicable
to the individual category 1level
that is being defined in this
card. Leave blank if not appli-
cable. The association of a
workload factor with a category
level has the result of provid-
ing the correlation of the spec-
ified workload factor with the
associated category level man-
hours in the initial run of the
LTAS. However, such correla-
tion may be obtained for any
workload factor entered into

the system by exercising request
options after the LTAS initial
run.

Use the Functional Account
defined in AFM 300-4, Vol XII,
FU500 that is applicable to the
work center being studied.

Each Functional Account used
must be defined in a Functional
Account Card.

2] _.F'ﬂt_s,'\-’_:'f TNpA % - TN, FVIEN
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3-15

SPECTAL INSTRUCTIONS

Use a 2-character code which
further defines a Functional
Account or work center. This
entry is also used to identify
additive categories, if required,
by assigning an arbitrary 2-
character code which will dis-
tinguish the account from the
Each shred is considered
a separate Functional Account
and must begin with an #1 cate-
gory identification in card col-
umns 1 and 2. The field can be

Leave blank for a multiple point
Use one of the follow-
ing for a single point standard:
This indicates that
the workload factors are not
expected to show a direct rela-
tionship to categories. V -
This indicates that
there is a direct relationship
between the workload factor and
the category. P - personnel
This indicates that
there is no direct relationship
between workload factors and
category; however, the total
manhours are related to total
fixed and variable manhours in
the work center. The use of this
field is optional. However, if
it is not used for single point
standards, the system will not
provide fixed, variable, or
personnel -generated manhours
applicable to each category.

Each line must have one of the
D - for direct cate-
gory through sub-element, or I -
for indirect category through

AFM 25-212 1 December 1976
CARD
DATA NAME COLUMNS
FUNCTIONAL 16-17
ACCOUNT
SHRED
others.
blank.
STANDARD 18
TYPE standard.
F - fixed.
variable.
generated.
WORK CATEGORY 19
following:
&‘_
&
: ARRTA—
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CARD
DATA NAME COLUMNS
TITLE 20-49

SEQUENCE NUMBER 76-80

AFM 25-212 1 December 1976

SPECIAL INSTRUCTIONS

sub-element. All direct cate-
gories must be listed first
within a Functional Account
followed by the indirect cate-
gories. The system will add
the following indirect non-
productive categories at the
end of each Functional Account:
nonavailable, unavuidable
delay, personal/rest and idle
when the first update action is
taken.

Assign a descriptive title to
all categories. Only one 30-
character line in permitted
for each category. Therefore,
titles must be clear but con-
cise.

The assignment of Sequence Num- i
bers is optional. 1If used,

enter #@@P#1 through 99999 in the
order in which the paragraphing
structure is to appear on the
Standard Task § Workload Descrip-
tion Register and the Work Center
Description List. Numbering

must begin with the Workload
Factor Title Card and continue

on through the Activity Level
Title Cards. No other input
cards reccive a Sequence Number.
Sequential order may also be
maintained by preparing the AF
Form 1530 in proper order and
maintaining this order until

the cards are processed into the
system. The first time the cards
are read into the system, the
Sequence Number loses its iden-
tity to the Serial Number
assigned by the computer. If one
card has a Sequence Number, all

- bk T > > " o
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CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

Workload Factor Title Cards and
Activity Level Title Cards must
be numbered from P@@P1 through
99999. Should you elect not to
use Sequence Numbers, the field
must be left blank on all cards.
If for some reason sequential
order is disrupted to a large
degree, it is more advantageous
to resubmit cards in their
proper order in a new build
action rather than take correc-
tive action by means of add,
delete, and change actions.
Sequence numbers must also be
assigned to all update add trans-
actions. If only one line is
being added under a serial num-
ber, enter #@PP1 in card columns
76 to 80. If more than one line
is being added under a specific
serial number, number in sequen-
tial order. Example: Three
tasks are to be added under
Serial Number @#@@ll. All three
entries would be coded with Card
Transaction @2, Serial Number
#8d11. The line which is to
appear first is coded with
Sequence Number @@@@l in card
columns 76 to 80; the second
line receives @#@@pPp2 and the
third line @9983.

e. LOCATION CARD. A Location Card is to be prepared
for each installation whose work center or function is to
be studied. A maximum of 40 Location Cards may be submitted
for each work center study. The data to be punched in each

card are:
CARD

. DATA NAME COLUMNS SPECIAL INSTRUCTIONS
i
; CARD IDENTITY 1 Enter C.
b
S 4
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DATA NAME
ACTION FILE

MAINTENANCE

PERSONNEL
ACCOUNTING
SYMBOL
NUMBER

OPERATING
COMMAND

INSTALLATION
LOCATION
NAME

ORGANIZATION
NUMBER

CARD

COLUMNS

AFM 25-212 1 December 1976

SPECIAL INSTRUCTIONS

8-10

11-27

28-31

A - Add
D - Delete
C - Change

Use an "A" in the initial build
or when adding a new Personnel
Accounting Symbol (PAS) Number
in an update action. A '"D"
action, completed to card col-
umn 7, will delete the entire
line. Use a '"C" action to
change any element of informa-
tion except the Personnel
Accounting Symbol Number. The
PAS Number can be changed only
by delete and add actions since
the PAS is the controlling item
upon which the computer bases
its action.

Enter the PAS Number of the
unit being studied. The PAS
Number may be obtained from the
PAS monitor in the CBPO, or
from the PAS Directory. The
last four characters of the
8-character PAS Number shown

in the PAS Directory should be
used.

Enter the Operating Command
of the unit being studied, such
as TAC, SAC.

The Installation Location Name
is limited to 17 characters.
More than 17 characters will
result in an error condition.

Enter the four numeric desig-
nation assigned to the organi-
zation under study, if appro-
priate. Begin entries in card

}
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CARD 3
DATA NAME COLUMNS SPECIAL INSTRUCTIONS -
column 28; unused spaces may é
be left blank. E
ORGANIZATION 32-34 Enter the appropriate Organi- f
KIND zation Kind such as LOG, SUP, £
etc., in accordance with OR265, ;
AFM 300-4, Volume XII. ¥
ORGANTZATION 35-36 Enter the appropriate Organiza-
TYPE tion Type such as WG, DT, etc.,

in accordance with OR293, AFM
300-4, Volume XII.

f. WORDS PARAMETER CARD. This card establishes the
study parameters for each Functional Account/Shred that is
to be used by the Collection Team in the Data Collection Sub-
system. A WORDS Parameter Card must be submitted for each
Functional Account/Shred established in the WORDS, or the
system will reject the attempt to process the data to the

Collection METs.

A similar parameter card is also prescribed

for use in the Data Collection Subsystem to be used only when
Lead Team approval is obtained by Collection METs. The pre-
determined factors described below are written into the pro-
gram and will be used unless other factors are specified.
Each Functional Account and Shred requires a WORDS Parameter
Card prepared as follows:

DATA NAME

CARD
COLUMNS

SPECIAL INSTRUCTIONS

:
%
*
#
5
i
3
4
¥
Ry

%

CARD TRANSACTION 1-2 Enter §$I.

ACTION FILE 3 A - Add

MAINTENANCE D - Delete
Only one WORDS Parameter Card
can be deleted during each
update action.

SERIAL NUMBER 4-9 Must be zero filled.
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3-20

DATA NAME

FUNCTIONAL
ACCOUNT

FUNCTIONAL
ACCOUNT
SHRED

AVAILABLE
TIME

PERSONAL AND
REST ALLOWANCE
FACTOR

ACCURACY

FREQUENCY OF
PERFORMANCE

CARD
COLUMNS

AFM 25-212 1 December 1976

SPECTIAL INSTRUCTIONS

10-13

14-15

17-19

21-24

26

28

o i e

o ——————— R

Enter the Functional Account
for which the parameters are
being established.

Enter the Functional Account
Shred for which the parameters
are being established.

Enter the number of hours
available to the work center
each month. 1If left blank,
144 will be assumed.

Enter the Personal Rest
Allowance Factors to be used,
expressed to three decimal
places. The decimal is assumed
and is not to be entered in the
card. A factor must be more
than 1.9f9 and less than 1.5p0.
If left blank, 1.116 is assumed.

Enter the degree (1 to 9) of
accuracy required in work sam-
pling reports. If no value is
supplied, 3% is assumed.

Enter one of the following to
indicate frequency of operation.
If no value is supplied, 1 (a
5-day workweek) will be assumed.
This data is used to compute the
adjustment factor for work sam-
pling data.

1 for 5-day workweek
2 for 5 1/2-day workweek
3 for 6-day workweek
4 for 6 1/2-day workweek
5 for 7-day workweek

M R AR T -
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AFM 25-212 1 December 1976 3-21
CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
NUMBER OF 31-32 Enter the Number of Sampling
SAMPLING Days included in the study.
DAYS 1f no value is supplied, 21

is assumed. This entry is for
information only. The DACS
will compute and use the Num-
ber of Sampling Days for which
the Collection Team provided
work sampling input.

g. WORDS CONTROL CARD. A control card is required for
each batch of input to be processed. It is to be placed in
front of all other input transactions when submitting the
input card deck to the Data Processing Installation. The
purpose of the WORDS Control Card is to provide instructions
on the type of action to be taken and to describe the file
that is to be updated. The first input processing of a work
center will always be a file build. Subsequent changes to
the file build are to be processed as update actions. Build
and update actions cannot be taken at the same time. There
is no limit as to the number of individual update actions
which may be taken. When build or update transactions are
processed, the Standard Task § Workload Description Register,
PCN SE515-121, and the Work Center Description List, PCN
SES515-151, are automatically provided. If it is desired to
obtain these listings without update actions, this control
card provides the means to do so. The WORDS Control Card

format is:

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSCRIPT 1-2 Enter §C.
OPTION KEY 1 10 Enter one of the following in
card column 10. If a second
OPTION KEY 2 15 option is being requested, enter
it in card column 15; and the
OPTION KEY 3 20 third option, in card column 20:
B for Build
U for Update
EERERNSS S st O A SRS, YR K o . e cm——
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CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS

R for Standard Task & Workload
Description Register, PCN
SE515-121.

D for Work Center Description,
PCN SES515-151.

W for Workload Factor Descrip-

tion only, which is part of the .
Standard Task § Workload Descrip- 3
tion Register, PCN SES515-121. :

IN-STUDY 25-26 In the first build action, enter

IDENTIFIER two characters to identify the
file being established. Lead
teams should establish unique
In-Study Identifiers for each
individual study they are per-
forming in order that the Data
Processing Installation may
distinguish one file from the
other. For subsequent update
actions, enter the Study Iden-
tifier against which update
action is taken. This Study
Identifier will appear as the
last two characters of the PCN
number in the most recent out-
puts.

e Y TR 3 e, AR Soge SO+

OUT-STUDY 27-28 This field may be left blank
IDENTIFIER unless it is desired to change

the identity of the file, in
which case, the desired 2-
character identification should
be entered. When this field is
left blank, the system assumes
that the Out-Study Identifier
is the same as the In-Study
Identifier entered in card col-
umns 25 and 26 above.
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h. STUDY INITIATOR AND TERMINATOR CARDS. These cards
are entered into the svstem to identify the Functional
Account/Shreds which will be mcasured by work sampling, time
study and/or operational audit. Since work sampling data
are collected at the catecgory level only, no further data
i collection boundaries beyond Functional Account are required.

The system will select only the categories within a Functional
Account and produce worksheets at category level. Opera-
i tional audit and time study techniques require the collec-

tion of data at the very lowest category established; there-
fore, it is necessary to further specify the beginning and
ending points for data collection purposes. This is accom-
plished through the assignment of operational audit and time
study data collection initiators and terminators, in addi-
tion to study initiators and terminators. Each Functional
Account must therefore have appropriate study initiators
at the beginning of each Functional Account and appropriate
terminators at the end of each Functional Account. In addi-
tion, operational audit and time study must have data collec-
tion initiators and terminators within each Functional Account.
The card format is:

SR RO TITO-APE O

CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter 20 for a Work Sampling

Study Initiator Card.

Enter 29 for a Work Sampling
Study Terminator Card.

Enter 30 for a Time Study
Initiator Card.

Enter 39 for a Time Study
Terminator Card.

Enter 31 for a Time Study

Data Collection Initiator Card.
Enter 38 for a Time Study Data
Collection Terminator Card.
Enter 40 for an Operational
Audit Study Initiator Card.
Enter 49 for an Operational
Audit Study Terminator Card.
Enter 41 for an Operational
Audit Data Collection Initiator
Card.

Enter 48 for an Operational
Audit Data Collection Terminator
Card.

A SR e m e
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CARD |
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
ACTION FILE 3 A - Add
MAINTENANCE D - Delete
SERIAL NUMBER 4-9 The initiator Serial Numbers

should be the Serial Number
appearing above the line where
the initiator is to begin.
Terminator Serial Numbers are
Serial Numbers which appear

on the line where the termina-
tor is to end.

P

i. OPERATIONAL AUDIT PARAMETER CARD. This card provides
the Lead Team with the ability to enter pre-established stan-
dard per accomplishment times or frequencies to be used by
the Collection Team in the DACS. These times or frequencies
will appear on the operational audit worksheets furnished
the Collection Teams at the beginning of a study. The pre-
established times and frequencies will not be activated in
DACS until an operational audit transaction is submitted by :
the Collection Team for a specific Serial Number. Operational :
Audit Study Initiators and Terminators must be entered into
the system prior to or at the same time the Operational Audit
Parameter Card is used.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter 42.
ACTION FILE 3 A - Add
MAINTENANCE C - Change
D - Delete .
SERIAL NUMBER 4-9 Enter the Serial Number of the :
line to which it is desired to
add a pre-established frequency
or time. The Standard Task §
Workload Description Register

will indicate the pre-established
values immediately below the

line to which the pre-established
values are applicable. There-
fore, when changes or delete
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CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS ¥
actions are taken, the serial ?
L number should be that shown on ‘
ﬁ the line immediately above the '
pre-established values.
b OPERATIONAL AUDIT 11-15 Enter the pre-established fre- :
_ FREQUENCY quency that is the number of

times an activity is performed
in accordance with the frequency
which is entered in card column
17. One decimal place is
allowed. Example: @@#@5¢ would
be entered for a task performed
five times.

N

FREQUENCY OF 17 Enter one of the codes to indi-
PERFORMANCE cate the frequency of the activ-
ity performance reported in card
columns 11 to 15 above.

1 for vaily - 5-day workweek
2 for Daily - 5 1/2-day workweek
3 for Daily - 6-day workweek
4 for Daily - 6 1/2-day workweek
5 for Daily - 7-day workweek
W for Weekly
M for Monthly
Q for Quarterly
Y for Yearly
MANHOURS ALLOWED 20-25 Enter the pre-established
PER ACCOMPLISH- allowed manhours per accomplish-
MENT ment, three decimal places are

allowed. Example: It takes one
hour to accomplish a task; entry
would read "@g@1@#@@" in card
columns 20 to 25.

]
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j. MASTER CONTROL CARD.

AFM 25-212 1 December 1976

The Master Control Card may

be used when it is necessary to change Functional Account/
Shreds or direct and indirect designations for categories.
Once a Master Control Card is initiated, appropriate “'M"
actions must be continued to the end of the Serial Numbers
reflected in the Standard Task § Workload Description Regis-
ter, even though the remaining data does not require a change.
The break in start and stop Serial Numbers will occur between
Functional Accounts and direct and indirect categories within
a Functional Account.

DATA NAME
CARD IDENTITY

START SERTAL
NUMBER

STOP SERTAL
NUMBER

FUNCTIONAL
ACCOUNT

FUNCTIONAL
ACCOUNT SHRED

CATEGORY

CARD

COLUMNS

SPECIAL INSTRUCTIONS

+
F3

4-9

10-15

16-19

20-21

22

Enter M.

Enter the Serial Number of the
line where the action is to
begin. Serial Numbers are
found in the Standard Task §
Workload Description Register,
PCN SES515-121-XX.

Enter the Serial Number reflected
in the Standard Task § Workload
Description Register where it is
desired to stop. The subsequent
Start Serial Number should be

the number following the Stop
Serial Number used.

Enter the Functional Account
which you want to appear on
the subsequent listing.

Enter the Functional Account
Shred which you want to appear
on the subsequent listing.

D for direct

I for indirect

which you want to appear on the
subsequent listing.

Enter:

Netipsm

:
4
:
K
i
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k. WORDS SPECIAL DELETE CARD. The WORDS Special Delete
Card is used to delete a volume of records from the Standard
Task § Workload Description Register.

CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS
CARD IDENTITY 1 Enter Z.
START SERTAL 4-9 Enter the Serial Number appear-
NUMBER ing on the line where the
delete action is to begin.
STOP SERIAL 10-15 Enter the Serial Number of the
NUMBER last record which is to be

deleted.

3.4.2 ADDRESS EXTRACT CARD FILE, PCN SE515-830. This file
consists of two card types, the Identity Card and the Address
Extract Card. The purpose of the file is to prepare for the
WORDS file for transmission to the Collection METs.

a. IDENTITY CARD. One Identity Card must be prepared
and must be placed in front of the Address Extract Cards.
This Identity Card provides the Data Processing Installation
with the identification of the basic file which is to be used

to select the appropriate Functional Account data to be trans-

mitted to each Collection MET:

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter 1ID.
IN STUDY 4-5 Enter the Study Identifier which
IDENTIFIER identifies the tape file which

is to be used to select the
Functional Account data for
transmission to the Collection
METs. This number should be

the same as the last Out-Study
Identifier assigned, which is
reflected as the last two char-
acters of the PCN in the Stan-
dard Task § Workload Description
Register, PCN SE515-121-XX.

g
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b. ADDRESS EXTRACT CARD. The purpose of this card is
to associate the PAS Number and Functional Accounts of the
activities to be studied with the MET that will perform the
data collection phase (covered in Chapter 4) for that specific
PAS; and to create an Address File, PCN SE515-912, which is
the tape that will be transmitted to each MET. A separate
card is prepared for each Functional Account/Shred appropri: .
to each PAS as follows:

CARD

DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD IDENTITY 1 Enter X.
PAS NUMBER 2-5 Enter the PAS Number indicated

in the Location Card.
FUNCTIONAL 6-9 Enter the Functional Account.
ACCOUNT
FUNCTIONAL 10-11 Enter the Functional Account
ACCOUNT SHRED Shred.
INPUT KEY 19-20 Enter a 2-digit number for each

MET. The assignment of numbers

is left to the discretion of the
Lead Team. Each Collection MET

should be advised of their input
key number which is required for
the preparation of the MET Iden-
tity Card explained below.

3.4.3 MET IDENTITY FILE, PCN SE515-840. This file acts as

an interface between WORDS and DACS. The Collection METs

will prepare the MET Identity Card to obtain the output prod-
ucts described in paragraph 4.4.1 of Chapter 4. Lead Teams
may elect to obtain a copy of these outputs so that a record
of Serial Numbers are available for reference should questions
arise in the Data Collection Subsystem. This may be done by
forwarding an MET Identity Card for those bases for which
outputs are desired, prior to instructing the Data Processing
Installation to forward the tapes to the addresses provided

to them for each Input Key. It is unnecessary
outputs for all bases since the Serial Numbers
only when applicable Functional Account/Shreds
base. For example: The Address Extract Cards
Bases A and B will collect data for Functional

to request
will change
change for a
specified that
Account/Shreds
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2510, 2511, and 251301. Base C will collect for 2510 and
251301, Base D will collect for 2511 and 251301. The
outputs for Bases A and B will reflect the same Serial Num-
bers for each category. Output Serial Numbers for Base C
may differ from A, B, or D. Output Serial Numbers for
Base D may be different than A, B, or C. The MET Identity
Card is prepared as follows:

CARD

DATA NAME COLUMNS SPECIAL INSTRUCTIONS

INPUT KEY 1-2 Enter the Input Key number
established in card columns
19 and 20 of the Address
Extract Card. This field
is numeric.

CARD IDENTITY 3 Enter X.

OUT STUDY 4-5 Collection Teams will enter

IDENTIFIER the 2-character designation

to be assigned to the file.

3.5 SAMPLE INPUT. Figure 3-1 contains several illustrations
of how Punch Card Transcript forms are to be completed for
keypunching of card input.

a. Card input is contained in three input files
described above; namely: (1) the Description Input Card
File, PCN SE515-810, consisting of 20 different types of
card inputs, described in paragraph 3.4.1, (2) the Address
Extract Card, PCN SES515-820, consisting of two card types,
described in paragraph 3.4.2, and (3) the MET Identity
File, PCN SE515-840, consisting of one card type. Figure
3-2 illustrates the assembly of cards for the first build
action processing. The WORDS Control Card must be the first
transaction card in the deck. When keypunched cards are
ready to send to the Data Processing Installation for process-
ing, the PCN will be written clearly on the front of the
deck and the cards forwarded to the Data Processing Installa-
tion together with any other requests for computer service
that the Data Processing Installation may require. Verbal
contact should be made with the BMEDS System Monitor at the
servicing Data Processing Installation to establish local
procedures for BMEDS processing.
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01-05 Activity
Level Title Card
W1 Workload
Factor Title Card
F1 Functiona] Ac-
count/Workload Card
F@ Functional
Account Card

C Location
Card

$1 WORDS Parameter
Card
$C - (Build)
WORDS Control
Card
PCN SEST5-8T0 -

Description Input
Card File

Figure 3-2. Build Actions.

b. The build action will create a file and produce output products
against which update actions may be taken. Each update submission will
create a new file and produce new outputs. Each update file is identi-
fied by a Study Identifier and date. In addition, the update/report
tape number is shown in the upper right of each page of the Standard Task
and Workload Description Register, PCN SE515-121. The Study Identifier
is that shown in the In-Study Identifier field of the WORDS Control Card.
It is Data Processing Installation standard practice to update the most

recent file processed; therefore, the Lead Team is not required to fur= —---——~-—-—-- 51

nish a date or tape number unless a file other than the most recent one
is to be updated. If such is the case, the Data Processing Installation
Monitor should be contacted to determine the method locally used for
providing special instructions. The date of processing is reflected in
the upper left of each printed output. An Qut-Study Identifier appears
in the upper right and lower left of each output page as the last two
characters of the PCN. This becomes the In-Study Identifier for the
subsequent update. Update actions may contain any or all of the trans-
action types shown in Figure 3-3, PCN SE515-810 will be written clearly
on the front of the deck. The WORDS Control Card must be the first
transaction card in the deck.
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/

42 Operational
Audit Parameter
Card
//'M—Master
| Control
l Card
Z WORDS
Special Delete [
Card
(/Study Tnitiators )

and
Terminators
/ ADDS -~
t Deletes —
Changes
$C Update
~j WORDS Control
Card
PCN SE515-810
Description
Input Card File

Figure 3-3. Update Actions.

¢. When the Standard Task § Workload Description Regis-
ter, PCN SE515-121-XX, reflects all the necessary data in the
prescribed formats, the file is ready to select the Functional
Account/Shreds pertinent to each Personnel Accounting Symbol
and to assign an Input Key to each Collection MET. This is

accomplished by preparing the Address Extract Card File, PCN

SE515-830. The Address Extract Card File will create a tape
for each Collection MET. Once the WORDS tapes are finalized
and transmitted from the Lead Team to the Collection Team,

the basic data can be changed only by reentering the WORDS,
with the exception that the significant standards of opera-
tion may be changed by the Collection METs in a DACS Parameter
Card upon Lead Team approval. The establishment of slack
variables will permit Collection Teams to enter additive data

PP,
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in the DACS. The Address Extract Card File must be arranged
as shown in Figure 3-4 with the Identity Card first and the
Address Extract Cards following. PCN SE515-830 must be
written in front of the card decck.

s =1
X Address Ml
Extract u[

Cards ]

PCN SE515-830
Address Extract
Card File

Figure 3-4. Extract Actions.

d. The Lead Team will furnish the Data Processing Instal-

lation with the base name and address for each of the Input
Keys established in the Address Extract Card and request that
the tapes be mailed to the Data Processing Installation of
the appropriate Collection MET. The Lead Team will also
advise each Collection MET of their Input Key Number. Upon
receipt of their Address File Tape, PCN SE515-840, to the
Data Processing Installation for the creation of a measure-
ment file. The Lead Team may desire to obtain copies of
outputs applicable to selected bases prior to the mailing

of the tapes to the Collection MET. In such cases, the Lecad
Team will forward an MET Identity Card for each Input Key
Number for which outputs are desired in accordance with
Figure 3-5.

7 MET

Identity
Card

PCN SE515-840
MET Identity
File

Figure 3-5. Creating a Measurement File.
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3.6 OUTPUT REQUIREMENTS. Outputs from the WORDS are pro-
duced as a result of input requests explained in paragraph
3.5 above and are as follows:

3.6.1 BUILD AND UPDATE OUTPUTS. The following output
listings are produced whenever a build or update action is
taken in the WORDS. The listings are produced to provide
the Lead Team with a visual record of the data which has
been entered into the WORDS.

a. WORDS Update Card Input, PCN SE515-107-XX.

b. TInput Error List, PCN SE515-111-XX.

c. Update Error List, PCN SE515-112-XX.

d. Level of Activity Error List, PCN SE515-113-XX.

e. Standard Task & Workload Description Register,
PCN SE515-121-XX.

f. Work Center Description List, PCN SE515-151-XX.

3.6.2 ADDRESS EXTRACT CARD OUTPUTS. The outputs produced

from the Address Extract Card File are the WORDS Final Edit,

PCN SE515-610-XX, which will indicate to the Lead Team any

errors which may occur in the final edit. If there are no

errors, a tape is created for transmission to the Collection

METs. This tape output is titled the Address File, PCN -
SE515-912. :

3.6.3 MET IDENTITY CARD FILE OUTPUT. The Collection MET
will input an MET Identity Card and as a result of this
input, a measurement tape will be created against which

the DACS transactions will be processed. The Lead Team can
also input MET Identity Cards prior to the mailing of the
tapes to the Collection MET to obtain the outputs described
in paragraph 4.4.1 of Chapter 4.

~

3.7 OUTPUT FORMATS. The following explanation of each out-
put is keyed to each output illustrated in Attachments 8 to
14.

3.7.1 WORDS UPDATE CARD INPUT, PCN SE515-107-XX. Refer to
Attachment 8. This listing displays the cards that were

processed in the order in which they were input for process-
ing. The heading reflects the 80-character numbering of an
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input record followed by the data contained in cach input
card under the appropriate card column. The purpose of the
listing is to provide a reference record of card transactions.

3.7.2 INPUT ERROR LIST, PCN SES515-111-XX. Refer to Attach- -
ment 9. The WORDS edits input cards before they are processed
into the system. As a result of this edit, an Input Error
List may be produced which contains error codes and messages
defining the crror conditions. [If there are no errors, no

} listing is produced. This first two columns arc the error

' code and sub-code. When there is a sub-code assigned, the
error nessage {ollows. It briefly describes the error con-
dition. The card in error is printed to the right of the
error message. Attachment 5, Figure A5-1 lists all the error
codes which can appear on this cerror list, and the corrective
action which must be taken. All transactions in error must

be corrected and resubmitted. =

g

e

o A

| 3.7.3 UPDATE ERROR LIST, PCN SE515-112-XX. Refer to Attach- .
ment 10. This listing identifies errors which occur as the d
input is being c¢dited for tape processing. Transactions
appearing on this list have not been entered into the sub-
system and corrective action must be taken. Attachment §,
Figure A5-2, reflects the error code and its definition. The
first and sccond columns of the Update Frror List contain

the error code and error code definition, respectively, fol-
lowed by the Serial Number of the cards in error.

t
-

3.7.4 LEVEL OF ACTIVITY ERROR LTST, PCN SE515-113-XX. Refer
to Attachment 11. This list reflects error conditions reflected
in Attachment 5, Figurce AS-3.

a. The "Work Scquence Required' condition appecars when
the Work Sequence Number in the Workload Factor Title Card
(W1) was incorrectly applied to the input. The Workload
Factor Number and Title of the card in error is printed. Nec-
essary corrective action must be taken and cards resubmitted.

b. The "Flow of Categories is not in Order" condition
will appear when the card input does not reflect the proper
level of activity within a Functional Account. For example,

a task which receives Card Transcript #3 in the Activity Level
Title Card was placed after Card Transcript f#1. The B3 action
would be reflected as a level of activity error because it was
not preceded by an #2 category card. Columns 1 and 2 of the

Tevel of Activity Frror List contain the error code and error
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code message, respectively. The first six digits of column
3 arc the Serial Number and the last two digits are the Card
Transaction in the Activity Level Title Card. The Serial
Number shown in card column 3 is that which appears in the
Standard Task and Workload Description Register, PCN
SE515-121-XX, and represents those Line Numbers which were
caused to be out of line number sequence by the action taken
in the update. The 4th column is the Functional Account.
Column 5 contains the Work Category and the Line Number
corresponding to the Line Number in the Standard Task and
Work Description Register. The last column contains the
title of the category. The system has accepted the cards;
therefore, each entry should be related to the appropriate
line on the Standard Task § Workload Description Register

to determine the necessary corrective action which must be
taken.

3.7.5 STANDARD TASK & WORKLOAD DESCRIPTION REGISTER, PCN
SE515-121-XX. Refer to Attachment 12. This register dis-
plays work center data established by the Lead Team. It is
provided each time a build or update action is taken and
forms the basis for subsequent update actions. The update/
report tape number will be printed in the upper right for
information only. This is the tape number that contains the
description file reflected in the register and against which
the next updatc action is taken; or, if no changes are neces-
sary, against which an address file will be established to
transmit the file from the Lead Team to the Collection METs.
The register provided as a result of the build action will
display data in the same card type sequence as the cards
were in when they were submitted for a build action. Sub-
sequent update actions will effect a rearrangement of data
in the following manner:

a. All locations to be measured in alphabetical order
by PAS Number.

b. The Functional Account/Shreds assigned to the work
center under study and the Workload Factor Numbers applicable
to each Functional Account/Shred.

c. The WORDS Parameter Card data for each Functional
Account/Shred.

d. The Workload Factor Title Card data, which should
be in numerical order by Workload Factor Numbers.

e~ e e e e - - e - A Lt
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e. The last portion of the listing contains the data
submitted by the Activity Level Title Cards and the Study
Initiator and Terminator Cards. When study initiators and
terminators are entered, the system will add four standard
indirect nonproductive categories to the categories estab-
lished by the Lead Team in the Activity Level Title Card.
These categories are nonavailable, unavoidable delay, per-
sonal/rest and idle, which may be used for work sampling.
Provision is made to permit addition of four more indirect
nonproductive categories in the NDACS by means of a Work §
Sample Additive Card. Pre-established Operational Audit
Frequencies or times entered in the WORDS are printed below
the line to which they are applicable. Columnar explanations
are as follows:

B P .

(1) The "CC" column reflects the category/sub-
element Card Transaction entered in the Activity Level Title
Card.

(2) The "PAS'" column reflects the Personnel
Accounting Symbol. This column will be left blank in outputs
processed in WORDS; however, it will be completed with the PAS
Number of the activity to be measured when the Collection Team
receives a Standard Task § Workload Description Register upon
processing the MET Identity Card File, PCN SE515-840, in
accordance with Chapter 4.

(3) The "FAC'" column reflects the Functional
Account/Shred to be measured.

(4) The "Type" column reflects the direct or
indirect Work Category.

(5) The "Line Nr" column is assigned by the system
and represents the sequence of paragraph structuring required
by AFM Form 1110, and that reflected in the Work Center
Description List, PCN SE515-151-XX.

(6) The "Title" column reflects the category titles. |

(7) The "Ser-Nr" column reflects the Serial Number
assigned by the system. The Serial Number assigned in the
WORDS may not necessarily be the same one that is assigned
to the same category in the output provided to the Collection
Teams since the Functional Accounts applicable to a measure-
ment base may vary.

»
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(8} The "Study'" column reflects the study tech-
nique to be used for each category; i.c., WS, Work Sampling;
OA, Operational Audit; TS, Time Study. There must be at
lecast onc study indicator and terminator indicated at the
beginning and cnd of cach Functional Account; and if the
technique is opcrational audit or time study, a data collec-
tion initiator and terminator must also be assigned within
the Functional Account.

(9) The "WLF'" column reflects the workload fac-
tor number of the workload factor associated with the cate-
gory indicated in the Activity Level Title Card. Refer to
Attachment 12.

3.7.6 WORK CENTER DESCRTIPTTION LIST, PCN SE515-151-XX. Refer
to Attachment 13. This list presents an array of the cate-
gories, tasks, sub-tasks, elements, and sub-elements in the
standard paragraph structuring of AF Form 1110 for each
Functional Account. Tt reflects the same categories and

line numbers as the Standard Task & Workload Description
Register, PCN SE515-121-XX. In order to correct the Work
Center Description List, corrections must be made to the
Standard Task § Workload Description Register.

3.7.7 WORDS FINAL EDIT LIST, PCN SE515-610-XX. Refer to
Attachment 14. This list indicates errors which are found as
a result of the final edit of the WORDS data and the matching
of PAS Numbers with the Tdentity Key. The columnar arrange-
ment of data will vary depending upon the type of errors.
Basically, each line will contain the card input which is in
error and the error message. Error messages which may appear
on the list are shown in Attachment 5, Figure A5-4. 1If there
are no errors, the message ''NO ERRORS FOUND ON INPUT TAPE"

is printed.

3.7.8 ADDRESS FILE, PCN SE515-912. This output is in the
form of a tape which is created for transmission to each Col-
lection MET. The Lead Tcam will provide its Data Processing
Installation with information regarding the method of tape
transmission and the location to which each tape is to be
transmitted.

3.8 SAMPLE OUTPUTS. Refer to Attachments 8 through 14.

3.9 UTILIZATION OF SYSTEM OUTPUTS. All WORDS outputs are
used by the Lead Team primarily to establish the work center
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file with the content, and in the sequence and format desired.

Each Collection MET receives a Standard Task § Workload
Description Register and Work Center Description List upon
the initial processing of the Data Collection Subsystem con-
taining the Functional Account and workload factor data
applicable to their MET.
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Chapter 4

DATA COLLECTION SUBSYSTEM (DACS)

4.1 STAFF INPUT REQUIREMENTS. The Data Collection Subsys-
tem provides for the collection of measurement data by the
Collection Management Engineering Teams based on the founda-
tion established by the Lead Team in the Work Center Descrip-
tion Subsystem. The Collection METs are responsible for pro-
viding all of the input to the DACS using work sampling,opera-
tional audit,and time study techniques. Various computations
are made based upon the input data to produce work measure-
ment reports outlined in the measurement phase procedures of
AFM 25-5, The Collection MET will create appropriate inputs
on AF Forms 1530 or the worksheets produced by the DACS and/
or other locally devised forms in the formats described in
paragraph 4.4. The input required in the DACS is dependent
upon the study methods being employed and the type of out-
put products desired. Table 4-1 in paragraph 4.6 outlines
the type of products received as a result of specific inputs
requested in the DACS Control Card. Input can be divided
into the following six classifications: control card trans-
actions, work sampling transactions, operational audit trans-
actions, time study transactions, shift profile transactions,
and workload transactions. Input may be processed daily or
as frequently as deemed necessary to update the measurement
file. Up to 1,000 update transactions may be submitted in
each processing cycle. When all input has been processed

and output products reviewed for accuracy and content, the
measurement data are forwarded to the Lead Team for the LTAS
review. Serial Numbers assigned cannot be changed since the
system is designed to assign individual Serial Numbers to
each data collection point.

4.2 COMPOSITION RULES. There are no special composition
rules applicable to the Base Management Engineering Data
System.

4.3 VOCABULARY. Only Department of Defense and Air Force
standard data elements and related features authorized in !
AFM 300-4, Data Elements and Codes, are used in the Base Man-
agement Engineering Data System. See Attachment 1 for a list
of data elements and codes used in the systenm,
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4.4 INPUT FORMATS. The keypunch instructions for the DACS
have been entered on AF Form 1190 and are enclosed as Attach-
ment 3. Detailed instructions relating to the data fields
follow. Card columns not mentioned are to be left blank.

4.4.1 MET IDENTITY FILE, PCN SE515-840. A contact point

for coordination of DACS input and output should be estab-
lished between the Collection MET and their servicing Data
Processing Installation. The first action to be taken by

the Collection MET upon notification that their Address File,
PCN SE515-912 was received by their servicing Data Processing
Installation is the preparation and submission of an MET
Identity Card prepared in accordance with the instructions
below. The keypunched card will then be forwarded to the

Data Processing Installation identified as PCN SE515-840 for
the creation of a measurement file. A Standard Task § Work-
load Description Register, PCN SE515-121-XX, and Work Center
Description List, PCN SE515-151-XX,will be received for

review and information. These products contain the work-

load factors and categories for each Functional Account appli-
cable to the base to be measured. 1In addition, a Work Sample
Data Collection Record, PCN SE515-221-XX and Operational Audit
Worksheet, PCN SE515-222-XX,will be received if work sampling
and operational audit study initiators and terminators were ;
both indicated. A Shift Profile Data Collection Record, ;
PCN SE515-242-XX, will also be received. A Time Study Work-
sheet, PCN SE515-223-XX, will be received if time study ini-
tiators and terminators were specified. These outputs

display the Serial Numbers and categories against which mea-
surement data will be collected. OQutputs are described in

detail in paragraphs 3.7.5 and 3.7.6 of Chapter 3, and para-
graphs 4.7.6, 4.7.7, and 4.7.8 of this chapter. If for any
reason it becomes necessary to create only a measurement file

or produce only the standard output listing stated above,

this need must be identified to the Data Processing Installa-
tion as prescribed locally. The MET Identity Card is prepared

as follows:

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
INPUT KEY 1-2 Enter the Input Key number pro-

vided by the Lead Team. Col-
lection Teams must obtain an
Input Key number from their
Lead Team.
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CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS
CARD IDENTITY 3 LEnter X.
OUT STUDY 4-5 Enter the 2-character desig-
IDENTIFIER nation to be assigned to the
file. This designation will

be reflected as the last two
characters of the Product
Control Number appearing on
all output products.

4.4.2 DATA COLLECTION INPUT CARD FILE, PCN SES515-820.

This file contains the 19 different types of card transactions
that may be input in thc DACS. The types of card transactions
to be prepared depend on the type of study techniques employed
and outputs desired. Figure 4-3 on page 4-35 provides a
visual aid in determining the necessary card transactions.

A detailed explanation of each card type follows. The first
card of each batch of input must be a DACS Control Card con-
taining the In Study Identifier.

a. DACS CONTROL CARD. The DACS Control Card has two
purposes. One is to specify the type of product desired
and the other is to assign or specify the file identifiers
used for updating purposes. The first transaction card in
the DACS update deck must be the DACS Control Card containing
the In-Study Identifier in card columns 31 and 32. As many
control cards as are necessary may be submitted. Processing
may be accomplished without completing card columns 10 through
27; however, no output products other than error and trans-
action listings will be provided. Table 4-1, paragraph 4.6
is an aid in describing the outputs which will be received
as a result of the DACS Control Card options exercised.
Several methods may be used to obtain the type of study
products required as explained below:

CARD
DATA NAME COLUMNS  SPECIAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter $C.

W
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DATA NAME

FUNCTIONAL
ACCOUNT

FUNCTIONAL
ACCOUNT
SHRED

OPTION 1
OPTION 2
OPTION 3
OPTION 4

AFM 25-212 1 December 1976

card column 15 blank. t

Enter the Functional Account ;

CARD
COLUMNS SPECIAL INSTRUCTIONS
10-13 Enter the Functional Account
assigned to the work center
for which products are desired.
One card is required for each
separate Functional Account.
If products are desired for all
work centers, enter '"STUDY"
in card columns 10 to 14. Leave
14-15§
Shred.
17-18 Options may be exercised three
20-21 different ways. The first is
23-24 to enter up to 4 of the 5 codes
26-27 indicated below to define the

type of study product being
requested. These fields are
used in conjunction with card
column 29. For example:

work sampling and operational
audit worksheets are desired;
therefore, card columns 17
and 18 would contain "WS";
card columns 20 and 21 would
contain "OA" and card column
29 below a "W". Enter any
four of the following codes.
Begin entries in card column
17. Leave unused fields
blank:

WS - Work Sampling

OA - Operational Audit

TS - Time Study
WL - Workload
SP - Shift Profile
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AFM 25-212(C2)

DATA NAME

OR
OPTION 5

OR
OPTION 6

OPTION-~KEY

OA PRINT OPTION

1 May 1978

CARD
COLUMNS

SPECTAL INSTRUCTTIONS

17-19

17-21

29

30

OR

The word "ALL' may be entered
in card columns 17 to 19 when
it is desired to receive prod-
ucts for all study techniques
which have been entercd in the
WORDS. Again, card column 29
will identify the type of
product.

OR

Enter FINAL in card columns 17
to 21 when a final report is
being requested in AF Form 308
format. A final report request
with a "T'" in card column 29
will create another tape and
will provide copies of all
reports and summaries except
shift profile. A final report
with an "S" in card column 29
will also create another file
and will produce copies of all
summaries except shift profile
and will also provide copies of
operational audit reports.

Enter one of the following to
indicate the type of product
required. If all three products
are required, three cards must
be submitted. Table 4-1 identi-
fies the type of output products
received.

W for Worksheets

S for Summaries

T for Reports

Use only for operational audit
output requirements.

Enter "E'" when you want the
"Operational Audit Data,

PCN SES515-255-XX" to reflect
only those categories/sub-
elements that have had

TSI o s 38k e i I WD a0 D & s el g
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DATA NAME

IN-STUDY
IDENTIFIER

CARD
COLUMNS

AFM 25-212(C2) 1 May 1978

SPECTAL INSTRUCTIONS

31-32

operational audit input trans-
actions entered against them
by Card Transactions 42, 50

or 51.

Leave blank when you want the
"Operational Audit Data,

PCN SE515-255-XX" to reflect all
categories/sub-elements., Zeros
will be printed in the Activity
Frequency and Monthly Allowed
Manhours columns of those cate-
gories/sub-elements for which
there were no operational audit
input transactions,

An In-Study Identifier is
required only in the first DACS
Control Card of each input deck.
The In-Study Identifier for the
first DACS processing will be

the same as the Out-Study Identi-
fier assigned in the MET Identity
Card and will normally be the
same throughout the Data Collec-
tion Subsystem unless it is
elected to change the identifier
by the assignment of a different
Out-Study Identifier below. The
Study Identifier is reflected as
the last two characters of the
Product Control Numbers in the
last group of output products
processed.

»
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AFM 25-212(C2) I May 1978 4-6.1
CARD .
DATA NAME COLUMNS  SPECIAL INSTRUCTIONS
OUT- STUDY 33-34 Leave blank unless it is
IDENTIFIER desired to change thec identifi-

cation of the file in which

case the desired identification
will be entered. This will
become the In- Study Identifier
for the next processing update
action. When the field is left
blank, the system will assume
the Out -Study Identifier to be
the same as the In- Study Identi-
fier.

i
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b. DACS PARAMETER CARD. Parameters were established
for each Functional Account Shred by the Lead Team in the
WORDS. These parameters arec reflected in the Standard Task
and Workload Description Register, PCN SE515-121-XX, as the
$INPUT. When it is neccssary to change one or all of the
parameters established in the WORDS, a DACS Parameter Card
may be submitted. Lead Team approval should be obtained
prior to changing established parameters which will change
computations., In order to change the study parameters in the
measurement file, a DACS Parameter Card must be submitted
with input processing data; i.e., work sampling, operational
audit, time study, shift profile, or workload data input; or
a final report request. Entries left blank from card columns i
17 to 32 will assume the values entered in the WORDS Parameter -
Card or the previous DACS Parameter Card. Instructions con- e
tinuc on page 4-7,




AFM 25-212

DATA NAME
CARD TRANSACTION

FUNCTIONAL
ACCOUNT

FUNCTIONAL
ACCOUNT SHRED

AVAILABLE TIME

PERSONAL AND
REST ALLOWANCE
FACTOR

ACCURACY

FREQUENCY OF
PERFORMANCE

1 December 1976

CARD
COLUMNS

SPECIAL INSTRUCTIONS

1-2

10-13

14-15

17-19

21-24

26

28

Enter $I.

Enter the Functional Account
for which the factors are
being established. 1If the
same factors are applicable
to all Functional Accounts
Shreds with the work center,
enter the word "STUDY" begin-
ning in card column 10, and
leave card column 15 blank.

Enter the Functional Account
Shred.

Enter the number of hours
available to the work center
each month.

Enter the Personal and Rest
Allowance Factor to be used.
The factor is expressed in
three decimal places and must
be more than 1.000 and less
than 1.5000.

Enter the degree (1 to 9%) of
accuracy required in work
sampling reports.

Enter one of the following to
indicate the frequency of

operation. This entry is used

to compute the adjustment fac-
tor for work sampling data.

1 for 5-day workweek

2 for 5 1/2-day workweek

3 for 6-day workweek

|
{
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18 AFM 25-212 1 December 1976
CARD
DATA NANME COLUMNS SPECTAL INSTRUCTIONS
4 for 6 1/2-day workweek
5 for 7-day workweek
NHMRE R OF 31-32 Enter the Number of Sampling
SWIPTING DAYS

Days in the study. This entry
is for information only. The
system will calculate the total
Number of Sampling Days from
the Work Sample Data Collection
Cards input into the system

and use that total for calcu-
lating the adjustment factor.

¢. HISTORTCAL WORKLOAD COUNT CARD. The Lead Team
Analysis Subsystem uses the data reported in this card to
perform correlation and regression analysis. Although the
card is designed to input historical workload, the Lead
Toam may provide instructions to enter actual workload
information as a historical record for specified workload
tactors in order that actual data will be available for the
correlation and regression analyses in the LTAS. For example,
the lLead Team established two Workload Factor Numbers; i.e.,
01 for Inspections Performed and 02 for Inspections Performed-
Actual. Historical Workload Count Cards and Actual Workload
Count Cards (explained below) will be input for Workload Fac-
tor Namber 01, Either the total or average actual count,
which mav he obtained from output PCN SES515-2563-XX, is then
inpnt by a Historical Workload Card for Workload Factor Num-
bor 02. Those months whose Workload Value is zero filled are
considered in the monthly average computation. Those months
coded unknown are not considered in the monthly average com-
putation. lead Teams may have established a Workload Factor
Numher for standard items of information such as personnel
authorized, personnel assigned, etc. This data can be

entered in this historical card or the Actual Workload Count
t‘ard depending on the wishes of the Lead Team.

CARD
HATA NAME COLUMNS ~ SPECIAL INSTRUCTIONS

CARD TRANSACTION 5-6

Enter W4,

TR Y R S
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AFM 25-212 1

DATA NAME

ACTION FILE
MATINTENANCE

PERSONNEL
ACCOUNTING
SYMBOL NUMBER

WORKLOAD FACTOR
NUMBER

EFFECTIVE DATE

December 1976

CARD
COLUMNS

7

13-14

17-22

OF WORKLOAD COUNT

WORKLOAD VALUE

29-38

SPECIAL INSTRUCTIONS

A - Add

¢ - Chanee

D - Delete

A delete action requires
entriecs only to card column 22,

Enter the PAS Number of the
activity for which data are
being collected. This must
be the PAS Number which was
assigned in the WORDS.

Enter the Workload Factor
Number which is applicable
to the data being collected.

Enter year, month, Jay. Exam-
ple: workload as of 31 Mar 75
would be 750331. Only onc
card per month, per vear will
process.

Enter the workload count. Pro-
vision has been made to permit
expression in 3 decimal places.
Thereforc, the whole number 150
would be entered as follows in
card columns 29 thru 38:
0000150000, The decimal 1.5
would be entered as 0000001500.
UNKNOWN may be entered in card
columns 29 to 35 (leave 36 to
38 blank) for unknown workloads.
Entries coded UNKNOWN are
ignored and such months are not
used in computing averages.
When the field is zero filled,
those months are considered in
the average computation.




4-10 AFM 25-212 1 December 1976
CARD

DATA NAME COLUMNS SPECTAL INSTRUCTIONS

WORKLOAD 39-42 Enter the average number of

AVERAGE DAYS operational workdays per

month which is associated
with the workload factor;
i.e., 2099, 2317, etc.

d. ACTUAL WORKLOAD COUNT CARD. This card is used to
input actual workload data based on a specified workload
period during the progress of the study period. A card will
be rcquired for each day that measurement is accomplished.

CARD
DATA NAME COLUMNS SPECTAL INSTRUCTIONS
CARD TRANSACTION 5-6 Enter WS.
ACTION FILE 7 A - Add
MAINTENANCE C - Change
D - Delete
A delete action requires
entries only to card column 19.
PERSONNEL 9-12 Enter the PAS Number of the
ACCOUNTING activity being measured.
SYMBOL NUMBER
WORKLOAD FACTOR 13-14 Enter the appropriate Workload
NUMBER Factor Number for which work-
load is being collected. The
Workload Factor Numbers must
correspond to those established
in the WORDS.
DAY OF MONTH 17-19 Enter 001 to 366 as appropriate.
WORKLOAD VALUE 29-38 Enter the actual count of work-

load expressed to 3 decimal
places, if applicable. Exam-
ple: 675 would be entered as
0000675000 and 6.751 would be
0000006751 .

e
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AFM 25-212 I December 1976 4-11 i
e. WORK SAMPLE DATA COLLECTION CARD. This card is used -

to input the total number of work samples taken each day for P

each category. Should an occasion arise when work sampling :

data must be collected below category level, the detailed
measurement data can be collected to whdtover levels desired
and combined for input into the appropriate category of the
DACS. If desired, the Work Sample Data Collection record may
be used as the document to keypunch from since the card column
entries correspond to those indicated below. The system will
accept onlv one add card per category per day. Delete actions
will not process; however, a zero balance in the Workload
Value of a change action may be made. The system will sum-
marize the Number of Sampling Days reported in the Day of Month
field and use the total number of sampling days to compute

the adjustment factor for the Standard Input Data Computation
Report, PCN SES15-271-XX. Up to 94 days of work sampling data
will be accepted; however, no more than 30 days can be submitted
at one time or the system will reject all the data. Input
should be submitted in Julian date sequence or the possibility
of change rejections may result. For example, if the Work
Sampling Data Collection Cards for day 199 were submitted
after day 200 and subsequent changes for day 199 and 200 were
processed together, the change for day 199 will be rejected

as a '"no matching file on record" error. When this occurs,

the change action for one day only (i.e., day 199) should

be resubmitted. All good work sample transactions will be
reflected in the Transaction Update Register, PCN SES515-211-XX.
Necessary change actions should be processed against the new
values reflected in the most recent Transaction Update Kegis-
ter reflecting the Category Serial Number and day to be
changed. Submit a 25 Card Transaction for each sampled day.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 5-6 Enter 21.
ACTION FILE 7 : A - Add
MATNTENANCE C - Change
Only one add action may be
submitted for each day for
each Serial Number.
FUNCTIONAL ACCOUNT 9-12 Enter the Functional Account
appropriate to the data being
collected or changed.
AN = == : - — ’ >w\_ : »
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[ AFM 25-212 1 December 1976

CARD
: DATA NAME COLUMNS SPECIAL INSTRUCTIONS
l FUNCTITONAL 13-14 Enter Functional Account
ACCOUNT SHRED Shred.
SERTAL NUMBER 15-20 Enter the Serial Number of the

category level being sampled
or changed from the Work
Sample Data Collection Record,
| PCN SE515-221-XX or Trans-

: action Update Record, PCN
SE515-211-XX.

T

DAY OF YEAR 23-25 Enter 001 thru 336 as appro-
priate.

WORK SAMPLING 26-29 Enter the number of samples

DATA taken, by day, for each cate-

gory, or the revised number of
samples taken for the category
being changed. Example: 50
samples were taken for day 032
for Serial Number 000305; the
entry in card columns 26 to 29
would read 0050. Note that
the field must be zero filled
if used.

f. WORK SAMPLE CATEGORY CARD. This card is used to
record the amount of non-sampled overtime, and/or to signal
the system to ignore or to use thne allowance factor for each
category. The non-sampled overtime reported in card columns
23 to 29 will appear in the overtime column of the Work Sampling
Record-Category Computations, PCN SE515-252-XX, and also in the
overtime c¢olumn of the Standard Input Data Computation, PCN
SE515-271-XX. When an N is indicated in card column 30, the
Transaction Update Register, PCN SE515-211-XX, will contain
the message "NO ALW/FAC" (no allowance factor) on the Serial
Number line to which the message pertains. The Allowed Time
in the Work Sampling Record-Category Computations, PCN SE515-
252-XX, for that category will then be the same as the leveled
time since the system will not apply the allowance factor in
the DACS Parameter Card to that specific category. If at a
future time, it is decided to use the established allowance
factor for that category, a Y is entered in card column 30
and the Transaction Update Record will state "USE ALW/FAC"

P uom—— e e i e e T
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AFM 25-212 1 December 1976 4-13

(use Allowance Factor) on the applicable Serial Number line.
The Allowed Time computation will then be based on the
Allowance Factor in the last DACS Parameter Card.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 5-6 Enter 22.
ACTION FILE 7 A - Add
MAINTENANCE C - Change
FUNCTIONAL ACCOUNT 9-12 Enter Functional Account.
FUNCTIONAL 13-14 Enter Functional Account Shred.
ACCOUNT SHRED
SERIAL NUMBER 15-20 Enter the Serial Number of the
category for which data is
being entered.
NON-SAMPLED 23-29 Enter the amount of non-sampled
OVERTIME overtime for each category.
Two decimals are allowed.
Example: 10 1/2 hours would
be reflected as 0001050.
ALLOWANCE 30 Leave blank if the Allowance
FACTOR CODE Factor in the last Parameter

Card is to be used. Enter

N if the Allowance Factor in
the last Parameter Card is
not to be used. Enter Y if
an N was previously used.

g. WORK SAMPLE UPDATE CARD. This record will cause
a single day's work sampling information reflected in the
Work Sampling Record-Daily, PCN SE515-251-XX, to be ignored,
reinstated, or deleted. When the message to ignore data is
fed into the system, a message to reinstate it may be pro-
vided at a later date. When a delete action is taken, the
data are deleted from the file and cannot be reinstated.

g o —pgy — — - e - DA - ’ T -
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4-14 AFM 25-212 1 December 1976
CARD

DATA NAME COLUMNS SPECIAL INSTRUCTIONS

CARD TRANSACTION 5-6 Enter 23.

ACTION FILE 7 D - Delete

MAINTENANCE E - ITgnore
G - Reinstate

FUNCTIONAL 9-12 Fnter the Functional Account

ACCOUNT

FUNCTIONAL 13-14 IEnter the Functional Account

ACCOUNT SHRED Shred.

SERTAL NUMBER 15-20 Enter the Serial Number from
PCN SES515-221-XX, Work Sample
Data Collection Record. The
appropriate Serial Number will
appear at thc end of the rec-
ord in a statement, "To ignore,
reinstate, or delete a day's
sampling for this work center,
use Serial Number ".

DAY OF YEAR 23-25 Enter the appropriate Julian

Date: 001 to 366.

h. WORK SAMPLE LEVELING FACTOR CARD. This card permits
the entering of pace leveling factors into the system. Up
to 15 leveling factors may be entered for each day. When no
Work Sample Leveling Factor Card is input, the system will
assume the leveling factor to be 1.00. Therefore, Work Sam-
ple Leveling Factor Cards are submitted as add actions only
when they are submitted at the same time and for the same
day as the Work Sample Data Collection Card input. All
other Work Sample Leveling Factor Card input will be submitted
as change actions.

CARD
DATA NAME COLUMNS SPECTIAL INSTRUCTIONS
CARD TRANSACTION 5-6 Enter 24.

-
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CARD

DATA NAME COLUMNS SPECIAL TNSTRUCTIONS

ACTION FILLE 7 A - Add

MATINTENANCE C - Change

FUNCTIONAL ACCOUNT 9-12 Enter Functional Account,

FUNCTTONAL 13-14 Enter Functional Account

ACCOUNT SHRED Shred.

SERIAL NUMBER 15-20 Enter the Serial Number assigned
to the 24 Card Transactions in
the Work Sample Data Collection
Record, PCN SES515-221-XX.

DAY OF YEAR 23-25 Enter 001 to 366 as appropriate.

LEVELING FACTOR-1 26-28 Up to 15 pace leveling factors

-2 29-31 may be entered in one card.

-3 32-34 Two decimals are permitted.

-4 35-37 Examples: Pace rating factors
-5 38-40 of 1.02 and .95 are used, entry
-6 41-43 in card columns 26 to 28 would
-7 44-46 102; in card columns 29 to 31,
-8 47-49 entry would be 095. The field
-9 50-52 used must-be zero filled.

-10 53-55

-11 56-58

-12 59-61

-13 62-64

-14 65-67

-15 68-70

i. WORK SAMPLE MANHOUR POPULATION CARD.

the data necessary to obtain the manhour population which
appears in the manhours sampled column in the Work Sampling
Record-Category Computations, PCN SE515-252-XX. When the Work
Sample Manhour Population Card is submitted at the same time
and for the same day as the Work Sample Data Collection Card,
it is submitted as an add action; otherwise, all submissions

should be change actions.

The reason for this is that the

system assumes zeros when no Work Sample Manhour Population
Card is submitted for a given day.

This card records

%
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DATA NAME

CARD TRANSACTION

ACTION FILE
MAINTENANCE

FUNCTIONAL ACCOUNT

FUNCTIONAL ACCOUNT
SHRED

SERTAL NUMBER

DAY OF YEAR

ASSIGNED HOURS

BORROWED HOURS

SAMPLED
OVERTIME HOURS

CARD

COLUMNS

APM 25-212 1 December 1976

SPECTAL INSTRUCTTONS

5-6

9-12

13-14

15-20

23-25

26-31

32-37

38-43

Inter 25,

A - Add
C - Change

Enter the Functional Account.

Enter the Functional Account
Shred.

Enter the Serial Number assigned
to the 25 Card Transactions by
the computer in the Work Sample
Data Collection Record, PCN
SE515-221-XX. (NOTE: The
Serial Number for the 24 and 25
Card Transactions will be the
same.)

Enter appropriate Julian date:
001 to 366.

Enter the daily assigned time
of the work center (number

of personnel times the duty
hours of each person). Two
decimal places are permitted.
Example: Five people times
eight hours per day would equal
004000 in card columns 26 to 31.

Enter the number of daily bor-

rowed hours. Two decimal places
are permitted. Zero fill the !
field, if used. ;

Enter the total number of daily
sampled overtime hours. Two
decimal places are permitted.
Zero fill the field, if used.

o




J+.  SHIFT PROFILE CARD.

profile information.

DATA NAME
CARD TRANSACTION

ACTION FILE
MATNTENANCE

FUNCTIONAL ACCOUNT

FUNCTTONAL
ACCOUNT SHRED

SERTAL NUMBER

DAY OF YEAR

CARD
COLUMNS

AFM 25-212 1 December 1976
CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
LOANED HOURS 44-49 Enter the daily loaned hours.

Two decimal places are allowed.
Zero fill the field if used.

This card is used to input shift

SPECIAL INSTRUCTIONS

5-6

9-12

13-14

15-20

23-25

Enter 26.

A - Add
€ - Change
D - Delete

A delete requires completion
to card column 20 only,

Enter the Functional Account
for which the shift profile
is being prepared.

Enter the Functional Account
Shred.

Enter the Serial Number which
appears on the shift profile
worksheet.

Enter the Julian date 001 thru
366 as applicable. If shift
profile data are being col-
lected during December and

are to continue on into Jan-
uary, the first digit of the
January day of year is to be

4. Examples: January lst
becomes 401; January 2d becomes
402, etc., to 499,
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DATA NAME

LOCAL TIME

SHIFT PROFILE
TRANSFERABLE

SHIFT PROFILE
NON-TRANSFERABLE

SAMPLED MANHOURS
NON-PRODUCTIVE

SHIFT PROFILE
MANHOURS

k. WORK SAMPLE ADDITIVE CARD.

CARD
COLUMNS

AFM 25-212 1 December 1976

SPECTAL INSTRUCTIONS

26-29

30-35

36-41

42-46

47-52

Enter the time during which
the time samples are taken;
i.e., 1:35 PM would be
entered as 1335,

Enter the number of samples
of transferable work taken
in the time specified in card
columns 26 to 29 above.
10 samples would be 000010.

Enter the number of samples of
non-transferable work which
were taken in the time speci-
fied in card columns 26 to 29.

Enter the number of samples
of non-productive time taken
during the time specified in
card columns 26 to 29.

Enter the total available man-
hours at the time samples are
being taken. Two decimals are
allowed. Example: Samples are
being taken every half-hour with
three people present., Entry

in card columns 47 to 52 would
be 000150.

This card is used to

enter unique titles for non-productive categories which may

occur during the process of work sampling.

Four non-produc-

tive categories; namely, nonavailable, unavoidable delay,
personal/rest, and idle will be generated by the program.
Up to four other titles may be entered by the use of this

card.

Only change actions may be submitted since the program

has already assigned category numbers and generated a Serial
Number for each of the four additional lines for which titles

may be provided.

Example:

¥ S o A o g e B e
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CARD i |
DATA NAME COLUMNS §£FCIAL INSTRUCTIONS % ,i
CARD TRANSACTION  5-6 Enter 27, § |
ACTION FILE 7 ¢ - Change
MAINTENANCE 2
FUNCTIONAL 9-12 Enter the appropriate Func- 7
ACCOUNT tional Account.
FUNCTIONAL 13-14 Enter the Functional Account
ACCOUNT SHRED Shred.
SERTAL NUMBER 15-20 Use the Serial Number assigned

to categories 94 or 95 or 96
or 97.in the Work Sample Data
Collection Record, PCN
SE515-221-XX.

TITLE 23-52 Enter the title of the additive.
1. TIME STUDY HISTORY UPDATE CARD. This card will be

used to record elapsed time when using time study techniques. 7
Up to ten cycles may be recorded on one card. The Time Study [

Worksheet, PCN SES515-223-XX, corresponds to the format of 3
this card. k|
CARD i
DATA NAME COLUMNS SPECIAL INSTRUCTIONS i
CARD TRANSACTION 5-6 Enter 32. ‘%
ACTION FILE 7 A - Add
MAINTENANCE C - Change
E - Tgnore
G - Reinstate
FUNCTIONAL 9-12 Enter the appropriate Func-
ACCOUNT tional Account. '
FUNCTIONAL 13-14 Enter the Functional Account

ACCOUNT SHRED Shred.




4-20

DATA NAME

SERIAL NUMBER

WORK SEQUENCE
NUMBER

TIME STUDY
OCCURENCES

TIME STUDY DATA-

AFM 25-212 1 December 1976

CARD

COLUMNS SPECIAL INSTRUCTIONS

15-20 Enter the Serial Number of
the task being timed. Serial
Numbers are reflected in PCN
SE515-223-XX, Time Study Work-
sheet.

21-22 Leave blank for add actions.
Use the Sequence Number assigned
in the Time Study Data Report,
PCN SE515-257-XX, for change,
ignore, or reinstate actions.

24-25 Enter the number of occurrences
per cycle, which is the number
of times the task occurs during
the timed cycle.

26-29 These entries represent elapsed

30-33 stop watch readings taken during

34-37 a time study. Time is expressed

38-41 in hundreths of an hour. Fields

42-45 not used may be left blank.

46-49 Fields which have entries must

50-53 be zero filled. 1If there is a

54-57 foreign element applicable to

58-61 an entry, the Foreign Element

62-65

Code is placed in the field to
which it pertains. Foreign
Element Codes are described in
the Time Study Foreign Element
Card. Example: An occurrence
which takes 10 hundreths of an
hour would be recorded as 0010

in card columns 26 to 29. If
there were a Foreign Element Code,
the entry would read Ag1§; the "A"
gard in card column 26 represent-
ing the Foreign Element Code.

m. TIME STUDY PACE RATING FACTOR CARD. This card is used
to reflect the Pace Rating Factor for each of the ten cycles
recorded in the Time Study History Update Card explained above.
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CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 5-6 Enter 33.
7 A - Add
¢ - Change
I: - Tenore
G - Reinstate
FUNCTIONAL ACCOUNT 9-12 Enter the Functiocnal Account.
FUNCTIONAL 13-14 Enter the Functiosnal Account
ACCOUNT SHRED Shred.
SERTAL NUMBER 15-20 Enter thec Serial Number

assigned in the Time Study
Worksheet, PCN SE414-223-XX.

WORK SEQUENCE 21-22 Leave blank for add actions.
NUMBER For change, ignore, or
reinstate actions; enter the
work sequence number assigned
in the Time Study Data Report,
PCN SE515-257-XX.

PACE RATING

FACTOR - 1 26-29 Enter the Pace Rating Factor
2 30-33 applicable to each time cycle.
3 34-37 Two decimals are permitted.
4 38-41 Example: A 95% Pace Rating
5 42-45 Factor would be shown as 0095
6 46-49 in card columns 26 to 29.
7 50-53
8 54-57
9 58-61
10 62-65

n. TIME STUDY FOREIGN ELEMENT CARD. This card is used
to define and report observed occurrences which are to be
excluded from the time study standards. Each observed
extrancecous occurrence is to be assigned an alpha code. This
alpha code is also used in the appropriate card column field
of the Time Study History Update Card explained in paragraph
"1'" above.




DATA NAME
CARD TRANSACTION

ACTION FILE
MAINTENANCE

v

FUNCTIONAL ACCOUNT

; FUNCTIONAL ACCOUNT
‘; SHRED

SERTAL NUMBER

WORK SEQUENCE
NUMBER

FOREIGN ELEMENT
SYMBOL

FOREIGN ELEMENT
DURATION

CARD
COLUMNS

AFM 25-212 1 December 1976

SPECIAL INSTRUCTIONS

5-6
7

9-12

13-14

15-20

21-22

23

24-28

P - e g+ T T T T

Enter 37.

A - Add

C - Change

D - Delete. Complete to card
column 22 only.

Enter the appropriate Func-
tional Account.

Enter the Functional Account
Shred.

Enter the Serial Number
assigned in the Time Study
Worksheet, PCN SE515-223-XX.
All foreign elements appli-
cable to one work center will
use the same Serial Number.

Leave blank for an add action.
On change actions, enter the
Work Sequence Number assigned
in the Time Study Data Report,
PCN SES515-257-XX.

Enter an alpha character for
each extraneous occurrence or
foreign element which is to be
omitted from the time study
standards. A definition for
each foreign element will be
provided in card columns 29

to 48 below.

I1f the duration of the foreign
element is to be measured sepa-
rately, enter the time of the
féreign element here. Two

ey X ;"., J' n:*'
S O .Y . T
Cs et s,

S N R
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DATA NAME

FOREIGN ELEMENT
DESCRIPTION

o. TIME STUDY WORK UNIT CARD. This card is used to
enter data into the system to provide monthly production
or frequency and work unit titles required by AF Form 313,

Time Study Record.

DATA NAME
CARD TRANSACTION

ACTION FILE
MAINTENANCE

FUNCTIONAL ACCOUNT
FUNCTIONAL ACCOUNT
SHRED

SERTAL NUMBER

WORK SEQUENCE
NUMBER

TIME STUDY
FREQUENCY

CARD
COLUMNS

29-48

CARD
COLUMNS

5-6

13-14

15-20

21-22

24-28

L A R,

SPECTAL TNSTRUCTIONS

decimal places are allowed.
If the time is included in
card columns 26 to 65 of the
Time Study llistory Update
Card, lecave blank.

v .0

Enter the description of the
foreign element. 4

¥
x
i
£
:

SPECTAL INSTRUCTIONS

Enter 38.

Enter A for Add
C for Change

Enter the appropriate Func-
tional Account.

Enter Functional Account Shred.

Enter the Serial Number assigned
to the 38 card transaction from
the Time Study Worksheet, PCN
SE515-223-XX.

Leave blank for an add action.
For changes, use the sequence
number assigned in Time Study
Data Report, PCN SE515-257-XX.

Enter the average monthly pro-
duction for the work unit being
measured.

RN

T IO TR - e Y
M .\?&‘;n., LR s SR N
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}
CARD
DATA NAME COLUMNS SPECTAT INSTRUCTIONS
WORK UNIT TITLE 29-54 Enter the title of work unit

which is being mecasured.

p. OPERATIONAL AUDIT DATA CARD. This card is used to
enter or change operational audit information. The Opera-
tional Audit Worksheeti, PCN SII515-222-XX, may be used as the
document to keypunch from, sincc the card column entries cor-
respond to those below. Computations will be performed
using the information in this card to produce an Operational
Audit Data Listing, PCN SES515-255-XX, in AF Form 1040 format, :
and a Part I Operational Audit Summary, PCN SE515-275-XX, in
AF Form 499 format. Negative operational audit data may be
input by centering a dash in card column 33. If preestab-
listed data werce entered in the WORDS by the Lead Team, an
Operational Audit Data Card must be submitted in its entire-
ty in this subsystem to activate the entry.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 5-6 Enter 42.
ACTTION FILE 7 A - Add
MAINTENANCE C - Changec
D - Delete
A delete action will not erase
the category, but will zero the
reported statistics out,
FUNCTIONAL ACCOUNT 9-12 Enter the Functional Account
FUNCTTONAL 13-14 Enter the Functional Account
ACCOUNT SHRED Shred.
SERTAL NUMBIR 15-20 Use the Serial Number reflected

in the Operational Audit Work- 1
sheet, PCN SE515-222-XX, for

the category for which data
are being reported.

. ‘;;1
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DATA NAME

WORK SEQUENCE
NUMBER

PERSONNEL NUMBER

OPERATIONAL AGDIT
FREQUENCY

FREQUENCY OF
PERFORMANCE

CARD
COLUMNS

21-22

23-24

25-29

SPECTAL INSTRUCTIONS

The work scquence number

is required only on a change
action. Refer to the column
to the right of the scrial
number in the Operational
Audit Data list, PCN SIE515-
255-XX.

Enter the number of personncl
required to perform a given
task. The field may be left
blank if one person is
required. If morc than one
person is required, the ficld
must be completed. Example:
Enter #2 when two people are
required. Do not zero fill
the field.

Enter the number of times an
activity is performed in
accordance with the frequency
which is entcred in card col-
umn 30. One decimal place is
allowed. Example: @#@#9¢8 would
be entered for a task performed
nine times.

Enter onc of the following
codes to indicate the frequency
of the activity performance
rcported in card columns 25

to 29 above.

for Daily - 5-dav workweek

for Daily - 5 1/2-day workweeXk
for Daily - 6-day workwecek

for Daily - 6 1/2-day workweeXk
for Daily - 7-dav workweek

for Weckly

for Monthly

for Quartecrly

for Yearly

O ZE NS
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CARD

DATA NAME COLUMNS SPECTAL INSTRUCTIONS

OPERATIONAL 32 Enter "C" if thec allowed time

AUDIT KEY is to be computed based on

the DACS Parameter Card allow-
ance factors. Leave blank if
the allowed time is included
in the allowed manhours per
accomplishment below.

MANHOURS ALLOWED 33-38 Enter the allowed manhours
PER ACCOMPLISH - per accomplishment. Three
MENT decimal places are allowed.

Example: It takes one hour

to accomplish a task; entry
would read ¢¢@18@@# in card
columns 33 to 38. Enter an

11 overpunch in card column

33 for negative entries.
(NOTE: An 11 overpunch may

be indicated on keypunch input
as a dash over the numeric
character. Example: {#010¢8.)

q. OPERATIONAL AUDIT ADDITIVE CARD. When the task
descriptions established in the WORDS do not cover tasks which
are being performed, they are entered in the system by means
of an Operational Audit Additive Card. Card transaction 50
is to be used to enter direct additives. Card transaction 51
is to be used to enter indirect additives. Additive data are
computer in the DACS except for the final Standard Input Data
Computation in the AF Form 308 format. This additive data
will not be arrayed or compared in the LTAS.

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

CARD TRANSACTION 5-6 Enter 50 for Additive Direct.

Enter 51 for Additive Indirect.

ACTION FILE 7 A - Add
MAINTENANCE C - Change
D - Delete

Lo ,Qi.ev
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DATA NAME
FUNCTIONAL ACCOUNT
FUNCTIONAL
ACCOUNT SHRED
SERIAL NUMBER

WORK SEQUENCE
NUMBER

PERSONNEL NUMBER

CARD
COLUMNS

4-27

SPECIAL INSTRUCTIONS

9-12

13-14

15-20

21-22

23-24

Enter the appropriate Func-
tional Account.

Enter the Functional Account
Shred.

Use the Serial Number of the
item just before the location
of where the additive is
applicable. Use the Opera-
tional Audit Worksheet to
determine proper placement.

If more than one additive is
to be added in that place, the
same Serial Number is used.
The proper placement will be
determined by the Work Sequence
Code explained in card columns
21 and 22 below.

A Sequence Number must be
assigned to all additives.

The first additive within a
Serial Number will be assigned
sequence code @2, the second
#3, and so on. Example: Two
additive tasks are to be
entered under Serial Number
gP14, sequence code §#2; the
second additive will be assigned
Serial Number @p#14, sequence
code #3.

Leave blank if only one person
is required to perform a given
task. If more than one person
is required, the field must be
completed with the appropriate
number; i.e., #2, @3, etc.

g Tl e
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CARD
DATA NAME COLUMNS
OPERATIONAL AUDIT 25-29
FREQUENCY
FREQUENCY OF 30
PERFORMANCE
OPERATIONAL 32
AUDIT KEY
MANHOURS ALLOWED 33-38
PER ACCOMPLISHMENT
STANDARD TYPE 39
R

AFM 25-212 1 December 1976

SPECTAL INSTRUCTTONS

Enter the number of times an
activity is performed in
accordance with the frequency
which is entered in card col-
umn 30. One decimal place is
allowed.

Enter one of the following to
indicate frequency of the

activity performance rcported .
in card columns 25 to 29

above.

1 for Daily - 5-day workweck

2 for Daily - 5 1/2-day workwecek

3 for Daily - 6-day workweck

4 for Daily - 6 1/2-day workweck

5 for Daily - 7-day workweek

W for Weekly

M for Monthly

Q for Quarterly ;
Y for Ycarly

Enter C if the allowed time

is to be computed bascd oan the

DACS Parameter Card all-wance
factors. Leave blank if the
allowed time is included in
the Allowed Manhours Per
Accomplishment indicated
below.

Enter the Allowed Manhours
Per Accomplishment. Three
decimal places are allowed.

Leave blank if this is a multi-
ple-point standard or if single-
point standard types were not
designed into the WORDS.

If
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DATA NAME

LINE NUMBER

TITLE

CARD
COLUMNS SPECTAL INSTRUCTIONS

standard types werc designated
in the WORDS, enter one of the
following:

F for Fixed

V for Variable

P for Personncl Generated

44-51 The Line Number is used to
determine the proper para-
graphing to correspond with
the paragraphing reflected
in the Work Center Description
List, PCN SE515-151. 1In card
columns 44 and 45, enter the
paragraph number of the cate-
gory in which the additive is
to appear; in card column 46,
enter the letter to denote
the task; in card columns 47
and 48, enter the number to
indicate the sub-paragraphing
of sub-tasks; in card column
49, enter the letter to denote
the sub-paragraphing of the
elements; in card columns 50 and
‘51, enter the number to indicate
the sub-paragraph of thec sub-
element. Unused card columns
may be left blank.

52-80 Enter the Title of the direct
or indirect additive.

r. OPERATIONAL AUDIT MANNING FACTOR CARD. This card
will be used to reflect operational audit directed minimum
manning requirements on AF Form 499, Operational Audit

Record.

DATA NAME
CARD TRANSACTION

ACTION FILE
MAINTENANCE

CARD
COLUMNS SPECIAL INSTRUCTIONS
5-6 Enter 52.
7 A - Add
C - Change

D - Delcte

[PV




Y

4-30

DATA NAME
FUNCTIONAL ACCOUNT

FUNCTIONAL
ACCOUNT SHRED

SERIAL NUMBER

WORK SEQUENCE
NUMBER

PERSONNEL NUMBER

ACTIVITY
FREQUENCY

NORMAL WORK
HOURS

CARD
COLUMNS

AFM 25-212 1 December 1976

SPECTAL INSTRUCTIONS

9-12
13-14

15-20

21-22

23-25

30

32-39

Enter Functional Account.

Enter Functional Account
Shred.

Enter the Serial Number indi-
cated for the 52 Card Trans-
action which appears on the
bottom of the Operational
Audit Worksheet, PCN SE515-
222-XX.

Complete only for change or
delete actions. The Work
Sequence Number will appear
in Part II Minimum Manning
Computations, PCN SE515-
275-XX.

Enter the minimum manning
required for a specific shift.
Example: Two personnel are
required; entry would be @#g2.

Enter one of the following to
indicate frequency of work
performed.

for Daily - 5-day workweek

for Daily - 5 1/2-day workweek
for Daily - 6-day workweek

for Daily - 6 1/2-day workweek
for Daily - 7-day workweek

for Weekly

for Monthly

for Quarterly

for Yearly

for Other (Enter the con-
version factor in card columns
40 .to 43.)

H< O ZE &L=

Enter the normal shift of the
work center in 24- hour time.
Example: 8:00 AM to 4:30 PM
shift would be shown as
08001630.

[ R X R A
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AFM 25-212 1 December 1976 4-31 ?

CARD
DATA NAME @QLyMNS SPECTAL INSTRUCTIONS
AVERAGE DAYS 40-43 Enter the desired conversion
PER MONTH factor when "T" is entered

in card column 30. Two deci-
mal places are allowed.

1.5  SAMPLE INPUT:

a. Figure 4-1 illustrates how worksheets produced by
the system arce completed for keypunching of card input
Figure 4-2 contains scveral illustrations of how Punch Card
Transcript Forms arc to be preparcd for keypunching of card
input.

b. When kevpunched cards are ready to send to the Data
Processing Installation for processing, the PCN will be
written clearly on the front of the deck and the cards for-
warded to the Data Processing Installation together with any
other request for computer service that may be required.
Separate requests for computer service (work orders) should
be preparcd for each individual input base in order that out-
puts will be secgregated by each base.

¢. The subsystem will accept any or all of the input
illustrated in Figure 4-3, Transactions and requests for
specific products may be submitted at the same time. Each
time transactions arc processed, a new measurement file is
created.

d. The Collection MET can test different parameters
by submitting only a DACS Parameter Card and a DACS Product
Request Card, which does not request a final report. Such
action will not disrupt the factors already established in
the measurement file since no new measurement file is created
whenever a DACS Control Card or a DACS Parameter Card is sub-
mitted together or individually. (Exception: A new measure-
ment file is created when a final report is requested in the

DACS Product Request Card.) VFigure 4-4 illustrates card
arrangement for this typce of processing.

S
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24 Card
Transaction

23 Card
Transaction
22 Card

Transaction
21 Card

Transaction e - —

W5 Card
ansaction
W4 Card

$C DACS
Control Card| _ _ _ _ _ __

PCN
SE515-820

‘jgure 4-3. Process and Update Transactions.

Transaction

. :}9 Workload Input
ansaction e e -~
$1 DACS Para
meter Card | _ _ _ _ _._ ._ y Parameter Changes

976 4-35

52 Card

Transaction |-~ 7 e
51 Card ki ,
Transaction Operational E
50 Card Audit 2
Transaction Input -
42 Card -
Transaction :
} _____
Transaction | _
37 Card

Transaction

33 Card
Transaction

Time Study Input

Y Shift Profile
Input
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\
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Figure '-4, Output Processing.

4.6 OUTrUT REQUIREMENTS. Output from the DACS is variable
and produced as a result of the action taken or the type of
product requested by the Collection MET. Table 4-1 describes
the outputs received under these various conditions and the
basic purpose of the output.

sampling work-
sheets in the

.| DACS Control Card
2 | (WS in CC 17 and

18 and W in CC 29).

Data Collec-
tion Record,
PCN SE515-
221-XX

TABLE 4-1
DACS QUTPUTS AND THEIR PURPOSE ] .
A B
S | When the Collec- the following
T |tion MET takes output is
E | or requests the received to be used for the following
P | following action purpose
1| Request for work ork Sample to obtain Sertal Numbers for each

category and for the random
leveling factor and manhours
sampled.

to record work sampling data.

3 | Work sampTing
report in the DACS
Control Card (WS
in CC 17 and 18
and T in CC 29).

Work Center
Productivity
Record, PCN
SE515-241-XX

to obtain percentages of direct
and indirect productive samples
for each day work sampiing was
{Qerformed.

to reflect the percent of
occurrence and upper and lower
control limits.

5 ['Work sampling
summary in the

g DACS Control

| Card (WS in CC

: 17 and 18 and an
S in CC 29).

Work Sampling
Record-Daily,
PCN SE515-
251-XX

o provide all work sampling data
in the format required by page 1,
AF Form 1111, Work Sampling
Record.
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EX V4

1

Vit e |

TABLE 4-1 {Continued)

December 1976

DACS OUTPUTS AND THEIR PURPOSE |

1. A

Shahen the ColVec-
Tition MET takes

or requests the
Plfollewing action

-~

the following
output is
received

SN S SRR

1-37

to be used for the following
purpose.

6

4
i

N

Work Sampling
Record Cate-
gory Compu-
tations, PCN
SE515-252-XX

i Work Sampling Record.

to provide all work sampling data
required by Page 2, AF Form 1111,

-~

Operational audit
worksheet in the
JACS Control Card
(OA in CC 17 and
2118 and a W in CC
29).

Operational
Audit Work-
sheet, PCN
SE515-222-XX

to record operational audit data
for all categories in the format
of AF Form 1040, Operational
Audit Data.

to provide Serial Numbers for
categories to be measured by oper-
ational audit and the minimum
manning factor entry {(Card Trans-
action 52).

9iCperational audit

report in the DACS
Control Card (DA

in ¢ 17 and 18 and
a T in CC 29).

Operaticnal
Audit Data,
PCN SELH15-
255-Xx¥

to provide operational audit data
in the format of AF Form 1040,
Operational Audit Data, for
multiple point and single point
standards.

0;

Cperational audit
sumnary in the DACS

Operational
Audit Record,

to provide the operational audit
summary and minimum manning compu-

hat 4

Icontrol Card (0A in | PCN SE515- tations required by AF Form 499,
*CC 17 and 18 and 275-XX Operational Audit Record.
an S in CC 29).
1T{Time study work- Time Study to provide a worksheet for record-
sheets in the DACS Worksheet, ing un to 10 cycles of time study
Control Card (TS PCN SE515- data.
in CC 17 and 18 : 223-XX
and a W in CC 29).
i tc provide Serial Numbers for
tasks to be time studied and for
Foreign Element Codes and Pace
. Rating Factoers.
31Time study reports Time Study to provide time study data
in the DACS Control | Data Report, | required by Page 2 of AF rorm
Card {TS in CC 17 PCN SES515- 1112, Time Study Data.
T&|and 18 and T in 257 -XX to provide a computaticn of
cC 29). allowed time required by Page 1
of AF Form 1112, Time Study
S . Data.
e o R PAPRRRITETY L SRR T e e
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TABLE 4-1 {Continued)]

AFM 25-212

1 December 1976

DACS QUTPUTS AND THEIR PURPOSE ]
A

B

an S in CC 29).

S| When the Collec-~
T| tion MET takes the following
E] or requests the output is to be used for the following
P following action received purpose.
L 15] Time study summary | Time Study 0 provide time study data
; in the DACS Con-~ Data Summary, |required by AF Form 313, Time
trol Card (TS in PCN SE515- Study Record.
€C 17 and 18 and 278-XX

n—
-

Shift profile work-
sheets in the DACS
Control Card (SP in

Shift Profile
Data Collec-
tion Record,

to provide the Serial Numbers to
be used to record shift profile
information.

in CC 17 and 18
and an S in CC 29).

SE515-244-XX

! 17| CC 17 and 18 and PCN SE515- to provide a consolidation of

; W in CC 29) 242-XX transferable, non-transferable,

! and non-productive samples taken.

! T8 Shift Profile Sum- | Manhour/Shift |to provide the number of transfer-
maries in the DACS | Profile Analy-|able, non-transferable manhours,
Control Card (SP sis, PCN and minimum manning data.

19

Shift Profile
Report in the DACS
Control Card (SP

in CC 17 and 18 and
a T in CC 29).

Shift Profile
Transaction
Report, PCN
SE515-243-XX

to provide the number of transfer-
able and non-transferable samples
taken,

20

Request for work-
load factor work-
sheets, reports or
summaries in the
DACS Control Card
(WL in CC 17 and
18 and either an

S or T in CC 29).

Workload Fac-
tors, PCN
SE515-253-XX

to provide the historical and
actual workload factors for each
work center.

to provide a record of workload
data reported with computed
monthly averages.

Final report in Standard to provide the data required by
the DACS Control Input Data Af Form 308, Standard Input Data
Card (Final in CC Computation, | Computation

17 to2tand a T
in CC 29).

PCN SE515-271-
XX

PLUS reports
and summaries
outlined in

Steps 3, 5,
6, 9, 10, 13
and 15
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DACS QUTPUTS AND THEIR PURPOSE
A
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4-39

B C

S|When the Collec-
Tition MET takes the following
E{or requests the output is to be used for the following
Pl following action received _purpose.
41Final summaries Standard

in the DACS Con- Input Data

trol Card (Final Computation,

in CC 17 to 21 PCN SE515-271-

and an S in CC XX

25129). PLUS reports
and summaries
outlined in
Steps 5, 9,

10 and 15
26/ A1l card trans- Data Collec- | to provide the requestor with a
actions tion Subsystem record of the type of products
Report Initia-| requested in the DACS Product
tor, PCN Request Card.
SE515-279-XX
Input ControT,| to provide a record of the input
PCN SE515- reel number and the number of
213-XX jnput records read by the
computer.
8 Output Con- to provide the output reel number
trol, PCN and the number of records written
SE515-214-XX | and read.

29 Transaction to provide a written record of
Update Rec- all the transactions processed
ord, PCN in the update.

SE515-211-XX

30 Transaction to provide the error code condi-
Update Error | tions for transactions which do
List, PCN not correspond to those already
SE515-210-XX | on record.

3 Data/Detail toprovide the error code condi-
Error List, tion for input which is not in
PCN SE515- the correct card format.

212-XX
W‘
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4.7 OUTPUT FORMATS. The following explanation of each out-

put is keyed to each output illustrated in Attachments 15
to 35.

4,7.1 TRANSACTION UPDATE ERROR LIST, PCN SE515-210-XX.
See Attachment 15. This list will identify rejected input
data that does not correspond to data already on record.
Columnar explanations are as follows:

Y

. a. "ERR CDE" defines the error code applicable to the

g card in error. A list of error codes which may appear in this
: Transaction Update Error List is provided in Attachment 6,

' Figure A6-1.

b. "ERROR MESSAGE" provides a brief definition of the
error code. Attachment 6, Figure A6-1, lists the error mes-
sages which may appear, along with a further explanation of
the message.

c. "CARD COLUMN - INPUT RECORD'" provides a printed
image of the data in the card in error.

4.7.2 TRANSACTION UPDATE RECORD, PCN SE515-211-XX. See
Attachment 16. This record will reflect the transactions
processed in the update action. The formats of the Trans-
action Update Record will be determined by the type of card
transactions which were input into the system.

a. The upper portion of Attachment 16 reflects a sample
output as a result of inputting the Historical Workload Count
Card (W4) and Actual Count Workload Card (W5) transaction.
The product will be formatted as follows:

(1) Column 1, Action, will indicate whether the
transaction was an add, delete, or change.

(2) Column 2, WLF NR, will print the Workload
Factor Number against which the add, delete, or change was
taken.

(3) Column 3, PAS, will reflect the Personnel
Accounting Symbol. The card transaction, W4 or W5, is to
the left of the PAS.

(4) Column 4, Type Transaction, will indicate
"historical count”" for a W4 Card Transaction or '"actual
count'" for a W5 Card Transaction.

hs

R T L




NEY

P gy . o

AEM 25-212 1 December 1976 1-41

'*"m.g%,q i; i "

(5) Column 5, Eff-Date, is the Effective Date of
Workload reported in the W4 and W5 card transactions.

- i M i

{(6) Column 6, Value, is the historical or actual
workload count reported or being deleted. 0ld and new values :
will be reflected for a change transaction.

(7) Column 7, Work Days, will reflect the average
number of operational work days per month associated with
the historical workload factor only. Actual Count, W-5 i
transactions, will have no entry in this column.

b. The lower portion of Attachment 16 reflects the
following columnar headings for all other types of card trans-
actions. The card transactions are arranged in ascending
Serial Number sequence within each Functional Account.

(1) Column 1, Action, will indicate add, change,
or delete, depending on the type of file maintenance action
taken. The message "adjusted" indicates that the Work Sample
Data Collection Card (21) and the Work Sample Manhour Popula-
tion Card (25) were both processed for the day shown on the
listing. The message ''generated" indicates that work samples
were submitted in the 21 Card Transaction but no 25 Card
Transaction was submitted for that day. However, in both
cases, the system will summarize and reflect the samples taken
by (a) non-productive, (b) direct, {c) indirect, and (d) total
number of samples taken for the day. The '"add" data above
the '"adjusted' message also reflects the day, the leveling
factor reported in the Work Sample Leveling Factor Card (24);
and the ''new value'" of the manhour population computed as
indicated in the next two lines, which were reported in the
25 Card Transaction,

(2) Column 2, Serial, indicates the Serial Number
against which the transaction was taken. The zeros are
dropped from the Serial Numbers in this listing for reading
ease. If this listing is used to make a change, insure the
Serial Number is zero filled on the input card. Note that
the ""adjusted" and ''generated" Serial Numbers are the same
as those assigned to the 24 and 25 Card Transactions in the
Work Sample Data Collection Record, PCN SES515-221-XX.

(3) Column 3, SQ, indicates the sequence code which
appeared in the input card.
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{4) Column 4, CC, indicates the type of card
transaction.

{5) Column 5, PAS, is the Personnel Accounting
Symbol.

(6) Column 6, Y, will contain the D for direct
or I for indirect to identify the category type.

(7) Column 7, CA T ST E SE, contains the line
number of the category: task, sub-task, element, sub-element,
as applicable.

(8) Column 8, S, contains an F, V, or P to denote
fixed, variable, or personnel-generated types for a single
point standard. The column will be blank for multi-point
standards.

(9) Column 9, Field Descriptions, will contain
the statistical data reported. When a change is cubmitted,
the "old and new'" values will be supplied.

4.7.3 DATA/DETAIL ERROR LIST, PCN SE515-212-XX. Refer to
Attachment 17. This list provides the error conditions
which were detected as a result of a machine edit prior to
the matching of input data to the measurement tape file.
Each error will have an error code assigned, a printout of
the error message, and a card image of the card in error.
Action should be taken to correct the cards in error for
processing in the subsequent update action. Error code
explanations are contained in Attachment 6, Figure A6-2.
If there are no errors, a message ''Negative Report" will be
printed.

4.7.4 INPUT CONTROL, PCN SE515-213-XX. Refer to Attachment
18. This listing provides a record of the input tape reel

number against which the submitted transactions were processed.

A record of the records written in each file identification is
recorded in the event that research is required by the program
monitor.

4.7.5 OUTPUT CONTROL, PCN SE515-214-XX. Refer to Attachment
19. This listing will indicate the output reel number of the

tape which contains the most recent update data. The next batch

of input is normally processed against this reel number. The
number of records read in each file identity is provided.
The subsequent Input Control, PCN SE515-213, readings should

‘)
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agree with these output readings. This data is provided in
the event that research is required by the program monitor.

4.7.6 WORK SAMPLE DATA COLLECTION RECORD, PCN SE515-221-XX.
Refer to Attachment 20. A Work Sample Data Collection Record
will be provided for each Functional Account to be studied

by the Collection Team when the initial MET Identity Card

is submitted. Additional copies may be requested by process-
ing a DACS Control Card ($C) which requests work sample work-
sheets. The primary purpose of the listing is to provide

the Serial Number to be used for the preparation of the Work
Sample Data Collection Card (21), Work Sample Leveling Factor
Card (24), and Work Sample Manhour Population Card (25)}.
Also, the Serial Number for the Work Sample Update Card (23)
is provided at the bottom of the listing in the statment

"To ignore, reinstate, or delete a day's sampling for this
Work Center, use Serial Number =~ ", The Serial

The Serial Numbers for each category vary and are not neces-
sarily the same as those reflected in the Standard Task and
Workload Description Register, PCN SE515-121-XX, since each
measurement method may initiate a different number for the
category. The Work Sample Data Collection Record provides

the card column alignments of the 21, 24, and 25 Card Transac-

tions and, therefore, can be used as the work sample card
punch input form if desired by entering the day in card
columns 23 to 25 and the total number of samples taken

for that day in card columns 26 to 29 for the 21 Card Transac-

tion; the random leveling factors in card columns 26 to

70 of the 24 Card Transaction; and the manhour population data

in card columns 26 to 49 of the 25 Card Transaction.
The four untitled lines beneath the "idle'" category can be

used to enter additional categories by means of a Work Sample
Additive Card (27).

4.7.7 OPERATIONAL AUDIT WORKSHEET, PCN SES515-222-XX. Attach-

ment 21 depicts the format of an Operational Audit Worksheet
and reflects all of the card columns of information necessary
for the input of Card Transaction 42, Operational Audit Data
Card. The worksheet may be used in lieu of AF Form 1530,
Punch Card Transcript, to forward operational audit data for
keypunching. An Operational Audit Worksheet will be provided
for each Functional Account when the initial MET Identity
Card is submitted. Additional worksheets may be requested

by processing a DACS Control Card ($C). Explanation of
columnar entries are:
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a. Column 1, CC, contains the identification of whether
the activity description is at categoryv level (01), task
level (02), sub-task (03), c¢lement (04), or sub-element (05).

b. Column 2, Serial Number, contains the Serial Number
of the category through sub-clement which is being mecasured
by operational audit. 1Insure that the Serial Numbers on the
worksheet are the ones used to input operational audit data
for a specific category since they may differ from those shown
on the Standard Task and Workload Description Register, PCN
SES515-121-XX. The Serial Number to be used for the Operational
Audit Manning Factor Card {52) appears at the bottom of the
worksheet.

c. Column 3, Type/Level, will define the direct and
indirect activities. All direct categories will be listed
first under the heading "Direct,'" followed by indirect cate-
gories, under the heading "Indirect." The level refers to
the paragraph structuring of the categories through sub-tasks
and is used as the Line Number for Card Transactions 50 and
51, Operational Audit Additive Card. This Line Number is
retained into the Lcad Team Analysis Subsystem.

d. Column 4, Activity Description, are the categories ,
which were prescribed in the WORDS Subsystem to be measured
by operational audit methods. Note that the system permits
the collection of data only at the lowest level defined within
a category. These levels can easily be distinguished by the
"I I" marks beneath card columns 23 to 38 headings.

e. The balance of entries are explained in detail in
the Operational Audit Data Card, Card Transaction 47, When
pre-c¢stablished frequencies or Manhours Allowed Per Accom-
plishment were entered in the WORDS by the Lead Team, the
data will be printed on the worksheet. An Operational Audit
Data Card (42) must be submitted to activate the pre-estab-
lished data.

4.7.8 TIME STUDY WORKSHEET, PCN SE515-223-XX. Refer to
Attachment 22. This product provides a worksheet to record
time study data for up to 10 cycles. The format of the work-
sheet is similar to that contained in page 2 of AF Form 1112,
Time Study Data, described in AFM 25-5. The Serial Numbers
to be used for ecach step are shown, as well as the Serial
Number for the pace rating factors. Card Transactions 32,
33, and 37, Time Study Histo.v Update Card, Time Study

Pace Rating Factor Card, and the Time Study Foreign Element
Card, will provide the input to this worksheet.
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4.7.9 WORK CENTER PRODUCTIVITY RECORD, PCN SES515-241-XX.

Sce Attachment 23. This listing identifies the productivity
percentages reported for direct and indirect categories for
cach day. The calendar date, Julian date, and study day

are all printed for ease of reference. The average percentage
is computed, upper and lower control limits are established,
and high and low boundaries are identified. When a 23 Card
Transaction is taken to ignore a day's sampling, the calendar
and Julian dates will be printed and zero percentages reflected
in parentheses for that day.

O,

4.7.10 SHIFT PROFILE DATA COLLECTION RECORD, PCN SE515-242-XX.
Refer to Attachment 24, This product provides the Serial Num-
ber required to input the Shift Profile Card {(26). As card
transactions are input to the system, the information con-
tained in them will be added to this record. A Shift Profile
Data Collection Record will be provided for each Functional
Account when the initial MET Identity Card is submitted.
Subsequent Shift Profile Data Collection Records may be
obtained by requesting shift profile worksheets in the DACS
Control Card ($C).

4.7.11 SHIFT PROFILE TRANSACTION REPORT, PCN SES515-243-XX.

Refer to Attachment 25. This report consolidates the trans-
ferable, non-transferable, and sampled manhours reported in

the Shift Profile Cards {26) for each stratified period for

the entire sampling period.

4.7.12 MANHOUR/SHIFT PROFILE ANALYSIS, PCN SES515-244-XX.
Refer to Attachment 26. This product provides the manhours
required for transferable work, non-transferable work, and
the total minimum manning based on the data reported in the
Shift Profile Cards (26). The transferable and non-transfer-
able manning is computed by the system based on the number
of samples in each group divided by the total number of
samples taken times the sum of manhours divided by the num-
ber of sampling days. The minimum manning figure is the
rounded figure of the non-transferable computation,

4.7.13 WORK SAMPLING RECORD - DAILY, PCN SES515-251-XX.

Refer to Attachment 27. This output is in the basic format

of the AF Form 1111, Work Sampling Record. The Serial Num-

ber shown is applicable to the 24 or 25 Card Transactions. ,
The sampling day, Julian date, and day of month are all ‘
printed for reference ease. The Manhours Sampled is computed

from the data reported in the Work Sample Manhour Population

Card (25). The number of samples is a summarization of the
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input provided by the Work Sample Data Collection Card (21).
The productivity column is computed by the system to reflect
the percentage of samples that were devoted to productive
categories. A further breakdown of the productivity by
direct and indirect categories appears in the Work Center
Productivity Record, PCN SE515-241-XX. Leveling Factors

are averaged each day from the Leveling Factors reported in
the Work Sample Leveling Factor Card (24) or is assumed to
be 1.00 if no 24 Card Transaction was processed for that day.
To change the Leveling Factor or Manhours Sampled, submit a
24 or 25 Card Transaction using the Serial Number shown on
this listing. To change the Number of Samples, submit a

21 Card Transaction using the Serial Number for the specific
category being changed. The number of samples by category
is reflected in the Work Sampling Record Category Computa-
tions, PCN SE515-252-XX, and the number of samples by day
for each Serial Number will appear in the last Transaction
Update Record, PCN SE515-211-XX, which had an action for

the Serial Number being changed. To delete, ignore, or
reinstate a day's work sampling data, use the Serial Number
appearing on the bottom of the Work Sample Data Collection
Record, PCN SLE515-221-XX, which contains the message, "To
ignore, reinstate, or delete a day's sampling for this Work
Center, use Serial Number ." Data being ignored
will be parenthesized.  — = = T T 7

4.7.14 WORK SAMPLING RECORD - CATEGORY COMPUTATIONS, PCN
SE515-252-XX. Refer to Attachment 28. This product is
produced from work sampling data input into the system.

The computer performs the necessary computations to arrive
at the end-of-study computations required by AFM 25-5 to
complete Section I., AF Form 1111, Work Sampling Record.

The total number of samples agrees with that reflected in
the Work Sampling Record, PCN SE515-251-XX. The percent
occurrence, measured time, leveled time, and allowed time
are all computed by the system in accordance with AFM 25-5.
The Allowed Time computation is based on the Personal and
Rest Allowance Factor entered in the WORDS or DACS Parameter
Card ($1I) or the Allowance Factor Code in the Work Sample
Category Card (22) when no allowance factor is permitted.
The overtime represents the Non-Sampled Overtime reported

in the Work Sample Category Card (22). The samples required
figure is based on the accuracy indicated in the WORDS or
DACS Parameter Card ($1).
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1.7.15  WORKLOAD FACTORS, PCN SES15-253-XX. This listing
reflects historical and actual workload data for cach Work-
load Factor Number cstablished in the work center. Attach-
ment 29 contains a sample of this output. FEach Workload Fac-
tor Number will hegin on a new page followed by the historical
count reported in the Historical Workload Count Card (W4) and
the actual daily workload count reported in the Actual Work-
load Count Card (W5). The system will compute a monthly aver-
age historical count and an historical average daily count
based on the Workload Average Days reported in the W4 card.
The actual count record reported in the Actual Workload Count
Card will be reflected in this daily count portion. A cumu-
lative daily count for each day will be computed. If the
workload being reported does not lend itself to a cumulative
count, such as population scrved, this column shouid be dis-
regarded. The historical average workload will consist of
the cumulative historical average daily count. As previously
explained in the Historical Workload Count Card (W4) explana-
tion, the lLead Team may have established Workload Factor Num-
bers specifically for the purnose of cntering actual workload
data in the historical record so that it will be used in the
l.Lecad Team Analysis Subsystem.

4.7.16 OPERATIONAL AUDIT DATA, PCN SE515-255-XX. Refer to
Attachment 30, This listing reflects AF Form 1040, Opera-
tional Audit Data, required by AFM 25-5. The data reflected
is derived from the input reported in Card Transaction 42,
Operational Audit Data Card, and Card Transactions 50 and 51,
Operational Audit Additive Card, except for the monthly fre-
quency and allowed manhours per month which are produced by
the system. If a single-point standard is under study, the
category manhour totals will be broken down to reflect fixed,
variable, and personnel generated manhours. The OA PRINT
OPTION in card column 30 of the DACS Control Card (explained
in Paragraph 4.4.2a) determines whether all category/sub-
clements will be printed, or only those category-level heir-
archies having positive or negative data values, or pre-
established values. The "CC" column reflects 01 for category
level, 02 for task, 03 for sub-task, 04 for element, and 05
for sub-element. Change or delete actions will be submitted
against the avpropriate Serial Numbers containing positive or
negative data values. Add or delete actions will be sub-
mitted to activate or deactivate the pre-established values
entered in WORDS if they have not already been submitted.
Serial Numbers for other operational audit categories to
initiate add actions are obtained from the Operational Audit
W(_)rkshcet, PCN SI‘SIS-ZZZ“XX, The Line Number and Category
titles are those which appear in the Operational Audit Work-
sheet, PCN SE515-222-XX, and Work Center Description List,
PCN SES1S5-151-XX, '
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Additives entered by Card Transactions 50 or 51 will appear
at the bottom of the listing. The system establishes a

one under personnel required unless another figure is provided
in the Operational Audit Data Card (42). The WORDS or DACS
Parameter Card Allowance Factor will be printed in the upper
right of the listing but will be used in the monthly allowed
manhour computation only when a "C" is entered in card column
32 of the Operational Audit Data Card (42). A summary of the
standard and additive direct and indirect allowed manhours

is provided at the bottom of the page. Negative operational
audit data can be identified by the minus characters in the
allowed manhours.

4.7.17 TIME STUDY DATA REPORT, PCN SES515-257-XX. Refer to
Attachment 31. Part A of this listing will be in the same
format as the worksheet described above, but will contain

the transactions which were processed in Card Transaction 32,
Time Study History Update Card; Card Transaction 33, Time Study
Cycle Pace Rating Factor Card; and Card Transaction 37, Time
Study Foreign Element Card. The computer will accomplish

the following for each element:

a. Computation of the elapsed time totals under "CUMM
TOTAL™.

b. Summarization of the number of good readings under
the column "Good Readings".

c. Computation of the selected average for each activity
under the "selected average' column. This is the total accept-
able reading for each element divided by the number of accept-
able readings. Part B of the time study will provide a compu-
taticn of allowed time for each element as required by page 1
of AF Form 1112, Time Study Data. The method of arriving at
the computations is outlined in AFM 25-5 under the instruc-
tions for completing AF Form 1112,

4.7.18 STANDARD INPUT DATA COMPUTATION, PCN SE515-271-XX.
Refer to Attachment 32. This product presents the manhour
data in the format and computations required by AFM 25-5

for the AF Form 308, Standard Input Data Computation. The
adjustment factor in the upper left is computed by the sys-
tem from the Frequency of Performance in the WORDS or DACS
Parameter Card and the Number of Sampled Days reported in
the Work Sample Data Collection Cards. The manpower availa-
bility rate is derived from the Available Time reported in
the WORDS or DACS Parameter Card.
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4.7.19  OPERATIONAL AUDIT RECORD, PCN SE515-275-XX. Reference
Attachment 33. This output provides the data required by AFM
25-5 for the AF Form 499, Operational Audit Record. Section
I is an Operational Audit Summary of the monthly allowed time
bv categorv. Secction Il contains the minimum manning compu-
tations based on the data input in the Operational Audit
Manning Factor Card (52). The manhours per shift is computed
by the system based on the shift hours and minimum required
personnel. The monthly manhours is computed by the system
based on the manhours per shift times days per month. No
provision is made to subtract lunch time from the manhours
per shift or the monthly manhours. The Available Time in

the WORDS or DACS Parameter Card ($1) is used to compute the
minimum manning. The remark portion of Part Il will reflect
the standby time computed by subtracting the work sampling
and operational audit allowed hours from the required mini-
mum manning manhours. This standby time will be carried into
the Lead Team Analysis Subsystem if it is a positive figure
but dropped if it is negative.

4.7.20 TIME STUDY DATA SUMMARY, PCN SES515-278-XX. Refer
to Attachment 33. This product provides the information
required in AFM 25-5 for the AF Form 313, Time Study Record.

4.7.21 DATA COLLECTION SUBSYSTEM REPORT INITIATOR, PCN SE515-
279-XX. Refer to Attachment 35. This listing provides a
record of the output products which are scheduled for execu-
tion. This information is generated by the types of input

and the products requested in the DACS Control Card. The

code under the study method in Attachment 35 is described in
the Report Code Description in the lower left portion of the
listing.

4.8 SAMPLE OUTPUTS. Refer to Attachments 15 through 35,

4.9 UTILIZATION OF SYSTEM OUTPUTS. All DACS outputs will

be used by Collection Teams to review and analyze collected
measurement data which will be used by the Lead Team in the
Lead Team Analysis Subsystem. Lead Teams may request copies
of output products for review as the studies progress. The
Collection Team will provide the Data Processing Installation
with the Lead Team's base name and address to insure that the
final tape is forwarded to the Lead Team's servicing Data
Processing Installation.
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Chapter 5

LEAD TEAM ANALYSIS SUBSYSTEM (LTAS)

5.1 STAFF INPUT REQUIREMENTS: 7

N 4
5.1.1 GENERAL. Upon receipt of the collection data from the Collection o
Management Engineering Teams, the Lead Team may desire to obtain a copy *
of the final reports for each measurement point for review and reference. i
This may be done by submitting a Data Collection Subsystem Control Card i
for each data collection measurement point. The merging of data from o

the Collection Management Engineering Teams may commence whenever two
or more submissions are received, although the optimum situation would
be to wait until all data are received. The merging of data is accom-
plished by submitting an Analysis Merge File, PCN SE515-415, to the
Data Processing Installation. Data from at Teast three Collection
Management Engineering Teams must be merged before selection cards are

submitted to produce desired output products. Selection cards are sub-

mitted as PCN SE515-416, Selection File. A1l requests for Data Process- 5]
ing Installation processing are described in terms of the Product Control o
Number (PCN). Each Data Processing Installation may require additional {%
"request for processing" data. Such information should be coordinated 2
between the Lead Team and the Servicing Data Processing Installation 8

before processing begins. Should the Lead Team be required to change
input data of a base, such changes can be made by exercising the Data
Collection Subsystem change instructions against the file of the measure-

ment base being changed.
remerging into the Lead

5.1.2 EQUATIONS USED.

Only those tapes which have been changed require
Team Analysis Subsystem.

AFM 25-5 equations have been programmed into the

system to provide LTAS output products. Linear correlation and regres-

sion analysis are used.

Each analysis of workload and category manhours

is subjected to the following tests:

a. Coefficient
with paragraph 6-14d

b. A Yes or No
teria established by

c. A Yes or No
"t" Test established

d. A Yes or No
because it meets the

of determination which is computed in accordance
of AFM 25-5, 8 August 1973.

answer to the realistic relationship using the cri-
paragraph 6-17b(1) of AFM 25-5, 8 August 1973.

answer as to whether the data passes the Student
by paragraph 6-13a(3)(a) of AFM 25-5, 8 August 1973.

answer as to whether the analysis is acéeptable
criteria established by a, b, and ¢ above.
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5.2 COMPOSITION RULtES. There are no special composition rules applica-
ble to the Base Management Engineering Data System.

5.3 VOCABULARY. Only Department of Defense and Air Force standard data
elements and related features authorized in AFM 300-4, Data Elements and
Codes, are used in the Base Management Engineering Data System. See
Attachment 1 for a list of AFM 300-4 standard data elements and codes
used in this system.

5.4 INPUT FORMATS. The keypunch instructions for the LTAS have been
entered an AF Form 1190 and are enclosed as Attachment 4. Detailed
instructions relating to the data fields follow. Card columns not men-
tioned should be left blank.

5.4.1 DACS CONTROL CARD. Lead Teams may obtain final reports and sum-
maries by preparing a DACS Control Card for each file against which such
products are desired. The DACS Control Card is explained in paragraph 4.4.2a
of Chapter 4. The requests for final reports and/or summaries will create
another file; therefore, at this point, the files may also be reidenti-
fied by assigning individual Qut-Study Identifiers to provide for an iden-
tification arrangement which may be more meaningful to the Lead Team,

The In-Study ldentifier in card columns 31 and 32 of the DACS Control

Card must contain the Study Identifier assigned by the Collection MET.

If the Lead Team desires to assign their own nomenclature, this is done
through the use of the Qut-Study Identifier in card columns 33 and 34.

If card columns 33 and 34 are left blank, the In-Study Identifier will

be assumed. Since these are the Collection Team input files against

which future changes may be made, if necessary, Lead Teams should coordi-
nate retention dates with the Data Processing Installation.

5.4.2 ANALYSIS MERGE FILE, PCN SE515-415. This file consists of the
Analysis Merge Card and the Analysis Merge Trailer Card which initiate
the merging of the individual measurement data from each Collection
Management Engineering Team into one tape. Additionally, this file is
used when the Lead Team corrects input data from a Collection MET after
the merge action has taken place and remerging of files is necessary.
When this occurs, only those files that have been changed require
remerging:

a. ANALYSIS MERGE CARD:

CARD
DATA NAME COLUMNS  SPECTAL INSTRUCTIONS
CARD IDENTITY 1 Enter N if the card is being used to initiate

the first merge action.

[l
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DATA NAME

NUMBER OF TAPES

STUDY IDENTIFIER

QUT-STUDY
IDENTIFIER

IN-STUDY
IDENTIFIER

1 December 1976 5-3
CARD
COLUMNS SPECIAL INSTRUCTIONS

2-3

6-7

8-9

10-11
12-13
14-15
16-17
18-19
20-21
22-23
24-25
26-27
28-29
30-31
32-33
34-35
36-37

Enter Y if the merging of two or more
sets of data has already taken place and
this is a continuation of additionai
merge actions.

Enter M if a file already merged was
changed and this is a remerging of the
corrected file. When M is used, insure
that the In-Study Identifier (CC 8 and
9 below) for this file is the same as
that of the file which has already been
merged so that the system will select
the appropriate file to be changed.

Enter 01 to 40 to indicate the sets of
data to be merged. Do not consider
the LTAS file already establishzd;
enter only those additional files to
be merged.

Complete only when a Y or an M is
entered in CC 1. When Y or M is used,
enter the Out-Study ldentifier of the
Jast Lead Team Analysis Subsystem file.
Otherwise, leave blank.

Enter the two characters assigned by
the Lead Team to identify the new LTAS
file. If left blank, the system will
assume 00.

Enter the Study Identifier of each DACS
tape to be merged. If the Lead Team
processed final reports, as explained

in paragraph 5.4.1, use the Study Identi-
fiers assigned in CC 33 and 34 of the
DACS Control Card. If the Lead Team

did not process the final reports,

enter the Out-Study Identifier assigned
by the Collection Teams.
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CARD
DATA_NAME cOLUMNS SPECIAL INSTRUCTIONS

38-39
40-41
42-43
44-45
46-47
48-49
50-51
52-53
54-55
56-57
58-59
60-61
62-63
64-65
66-67
68-69
70-71
72-73
74-75
76-77
78-79

b. ANALYSIS MERGE TRAILER CARD. Since 40 files may be merged at
one time and the Analysis Merge Card is capable of identifying a maxi-
mum of 36, an Analysis Merge Trailer Card is used to enter the remain-
ing four Study Identifiers to be merged. No Card Identity is necessary.
Simply continue with the Study ldentifiers in card columns 8 and 9
through card columns 14 and 15. The Analysis Merge Trailer Card must
be placed immediately after the Analysis Merge Card when forwarding
the cards for processing.

5.4.3 SELECTION FILE, PCN SE515-416. This file consists of four card
types which are used to obtain various arrays and analyses of measure-
ment data. An LTAS Control Card must be included with each submission.
Control types are explained as follows:

a. LTAS CONTROL CARD. Only one LTAS Control Card may and must be
submitted with each input submission. It must be the first processing
card in the deck. The LTAS Control Card indicates the In Study Identi-
fier of the file against which the requests are being processed. In
addition, the LTAS Control Card can be used to obtain the products
described below by entering "initial" in the Type Run along with a Search
Option. When the Type Run does not contain the word “initial", the LTAS
Control Card must be followed by one of the other three request cards.
Analysis Select Cards (91) or Array Request Cards (92) cannot be submitted
together with an LTAS Control Card containing "initial" in card columns
3 to 9.
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DATA NAME
CARD TRANSACTION
TYPE RUN

STAI{DARD
DEVIATIONS

SEARCH OPTION

MEASUREMENT
POINT

CARD

COLUMNS

19 July 1978 5-5

SPECIAL INSTRUCTIONS

1-2
3-9

10-11

12-13

14-17

Enter $C

Enter "INITIAL" or leave blank. When the
word INITIAL is entered with a 00 or blank

in the Search Option field, Parts A, B, and

C of PCN SE515-407-XX will be produced. When
INITIAL is entered with a 01 in the Search
Option field, a Part E for each associated
Workload Factor, and a Part H of PCN SE515-
407-XX will be produced. Leave blank when
these outputs are not required.

Enter 01 to 30 to indicate the number of
standard deviations for control limits.

One decimal place is assumed. When the field
is left blank, 2.0 is used and a message is
indicated in Part A - Transaction Register
stating "Note that standard deviation is
2.0."

Complete only when the word INITIAL is indi-
cated in CC 3 through 9. Enter 00 (or leave
blank) to produce a Part A - Transaction
Register; a Part B - Work Factor Analysis;
and a Part C - Category Array. Enter 01 to
produce Parts A, B, and C plus a Part E -
Category/Work Unit Analysis for Associated
Workload Factors, and a Part H, Task Manhour

Array.

Enter the word NAME when it is desired to
have the measurement point identified by
Installation Location Name in the output
products.

Enter the word UNIT when it is desired to
have the measurement point identified by
Organization Number, Kind, and Type on the
output products.
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DATA NAME

IN-STUDY
IDENTIFIER

b. ANALYSIS SELECT CARD.

CARD

COLUMNS

AFM 25-212(C3) 19 July 1978

SPECTAL INSTRUCTIONS

19-20

Enter the Study Identifier of the LTAS
file against which the request is being
processed.

This card is prepared when analysis of

selected categories or combinations of categories is desired. Up to two
hundred different Analvsis Select Cards and Array Request Cards can be
submitted in one processing request. However, the same Line Number
{paragraph number) cannot be requested on different analysis cards.

DATA NAME
CARD TRANSACTION

FUNCTIONAL
ACCOUNT

FUNCTIONAL
ACCOUNT SHRED

LINE NUMBER

ANALYSIS CODE

Enter the Functional Account and Shred

Enter the Functional Account Shred.

Enter the Line Number of the specific
category for which products are desired.
Each card must have a Line Number. The
Line Number 1is obtained from the Line
Number column of the Standard Task &
Workload Description Register, PCN SE515-
121-XX, established in the WORDS, or from
Part C, Category Array, or Part H, Task
Manhour Array. Begin entries in CC 9

and leave unused spaces blank. When it
is desired to obtain analyses for com-
bined categories, enter XX in CC 9 and 10.
CC 1 through 16 are left blank. Up to
five categories may be combined as indi-

CARD
COLUMNS SPECIAL INSTRUCTIONS
1-2 Enter 91.
3-6
of the work units to be analyzed.
7-8
9-16
cated in CC 22 through 31 below.
17

Enter A to obtain a correlation and regres-
sion analysis against a work unit. CC 18 '
and 19 must be completed when A is used. ‘

Enter B to obtain a correlation and
regression analysis of category manhours
against the sum of all direct categories.

Enter C to obtain a percentage analysis
against direct manhours.
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DATA NAME

WORKLOAD FACTOR

COMBINATION

CATEGORY NUMBER
CATEGORY NUMBER
CATEGORY NUMBER
CATEGORY NUMBER
CATEGORY NUMBER

BASE NUMBER

EXCLUSIONS

CARD
COLUMNS

19 July 1978 5-7

SPECIAL_INSTRUCTIONS

18-19

20-21

22-23
24-25
26-27
28-29
30-31

32-41

42-67

When the field is left blank, analyses code
A is assumed by the system and CC 18 and i9
must be completed.

If A was selected for CC 17 above, or if

CC 17 was left blank, the desired Workload
Factor Number must be reflected in this
field. Leave blank if B or C was indicated
in CC 17.

Enter 01 to 05 to indicate the number of
categories to be combined. Leave blank
if no combination is being requested.

Enter the Category Numbers of the categories
to be combined. A quick reference for Cate-
gory Numbers is the Work Center Description,
PCN SE515-151-XX or the Standard Task and
Workload Description Register, PCN SE515-
121-XX, obtained in the WORDS, or Part C,
Category Array. Leave unused fields blank.

The purpose of this entry is to identify

the bases against which it is desired to

flag high and low control points. The sub-
system assigns a Base Number to each Instal-
latiun Location. This Base Number will be
reflected in Part C, Category Array, which is
automatically provided on the initial run.
These are the Base Numbers which are to be
entered in CC 32 to 41. Each Base Number
consists of two digits; therefore, a selection
of five bases may be made. Begin entries in
CC 32; leave unused card columns blank.

When the field is left blank, high and low
control points for all bases will be flagged.

Indicate the Base Number of the bases which
are to be excluded from the analysis. Up
to 13 bases may be excluded. Begin entries
in CC 42. Leave unused CC blank. Base
Numbers are assigned in Part C, Category
Array.

[P
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c. ARRAY REQUEST CARD. This card permits a selection of the type
* of array formats desired. Up to two hundred different Array Request Cards
and Analyses Select Cards can be submitted in one processing request.
However, the same Line Number cannot be used to request different arrays
in any one submission. The card is prepared as follows:

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

CARD TRANSACTIONS 1-2 Enter 92.
FUNCTIONAL ACCOUNT  3-6 Enter the appropriate Functional Account.

FUNCTIONAL ACCOUNT 7-8 Enter the apnropriate Functional Account
SHRED Shred.

LINE NUMBER 9-16 Arrays are provided at one level below
the Line Number indicated in this card
column field. For example, if the Line
Number reflects category 02, an array
of all tasks under category 02 will be
provided. If the Line Number reflects
02A (category 02, task A), arrays for
all sub-tasks under task A will be pro-
vided. Line Numbers can be obtained
from the Standard Task & Vorkload
Description Register, PCN SE515-121-XX,
established in the WORDS. Begin entries
in CC 9. Leave unused card coluuns blank.

ARRAY CODE 17 Enter A to obtain a work unit and manhour
array for each base. The Workload
Factor Number must be indicated in CC 18
and 19 below.

Enter B to obtain an array of manhours
divided by the work unit. The Work-
load Factor Number must be indicated in
CC 18 and 19 below.

Enter C to obtain the percentage of
Direct Manhours Array.
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CARD P
DATA NAME COLUMNS SPECIAL INSTRUCTIONS

Enter D to obtain a Manhour Array. NOTE:
A Manhour Array will automatically be
produced in conjunction with an Analy-
sis Select Card for one level lower

than the analysis itself.

WORKLOAD FACTOR 18-19 This card field must be completed when
NUMBER Array Code A or B has been entered in
CC 17 above to indicate the Workload
Factor Numbers of the work units to
be arrayed.

d. RAP - CARD GENERATOR. This card initiates the action to
produce a card deck which may be used as input to obtain further analy-
ses from the Regression Analysis Program (RAP) or any other suitable
utility program. Only one RAP-Card Generator request for any one work
center can be submitted for each processing cycle. The cards will
reflect the manhours for each Functional Account for each base and the
mean workload values. The input card format is as follows:

CARD
DATA NAME COLUMNS SPECIAL INSTRUCTIONS
CARD TRANSACTION 1-2 Enter 93.
FUNCTIONAL 3-6 Enter the appropriate Functional Account.
ACCOUNT
FUNCTIONAL 7-8 Enter the Functional Account Shred.
ACCOUNT SHRED
WORKLQAD FACTOR 9-10 Enter the number of the Workload Factors
NUMBER for which cards are to be generated.
Up to five numbers may be entered on
WORKLOAD FACTOR 11-12 one card.
NUMBER
WORKLOAD FACTOR 13-14
NUMBER
WORKLOAD FACTOR 15-16
NUMBER
WORKLOAD FACTOR 17-18
NUMBER
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CARD

DATA NAME COLUMNS  SPECIAL INSTRUCTIONS

REMARKS 30-80 Enter whatever remarks are deemed appropri-

ate. This information is used to prepare a
remarks card which is a necessary input to
the Regression Analysis Program.

5.5 SAMPLE INPUTS:

a. Figure 5-1 contains several illustrations of how Punch Card
Transcript Forms are to be prepared for keypunching of input.

b. The Analysis Merge Card must be the first type of card input to
the Lead Team Analysis Subsystem to initiate the merging of data received
from the Collection Management Engineering Teams. Input will be forwarded
to the Data Processing Installation, as illustrated in Figure 5-2,
together with any other request for computer services that may be required.
PCN SE515-415 will be written clearly on the front of the deck followed
by the Analysis Merge Card and Analysis Merge Trailer Card, if one is
necessary.

¢. Suvsequent to the processing of the Analysis Merge Card, an
LTAS Control Card with IRITIAL in card columns 3 to 9 should be submitted
before any other selection or request cards are processed. Input will
be forwarded to the Data Processing Installation with PCN SE515-416
written clearly on the front. Refer to Figure 5-3.

d. The system will now accept requests for data in the Analysis
Select Card or Array Request Card. As many of these cards as are neces-
sary may be submitted at one time. An LTAS Control Card must accompany
each request. PCN SE515-416 must be written clearly on the front of
the card deck and cards arranged as shown in Figure 5-4. C(Cards are
forwarded to the Data Processing Installation, together with any other
request for services that may be required.

5.6 OUTPUT REQUIREMENTS. The following outputs are generated in the
Lead Team Analysis Subsystem. Table 5-1 relates the type of products
produced with the type of input prepared.

a. The Lead Team Analysis Report, PCN SE515-407-XX, consists of
nine different types of analyses and arrays, which are separately identi-
fied as Parts A throughC and E through J. It is produced upon the
request of and for use by the Lead Team in the form of a listing.
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TABLE 5-1

1 December 1976

HOW LTAS OUTPUT IS GENERATED ]

R A B C D

U

L | When the input

£ | submitted is and you will receive for the purpose of

T 1all LTAS input part A - Trans- providing record of

action Register the type of request
made & to indicate
error messages.

2 1 an LTAS Con- it s an Part B - WorklToad | providing a grouping
trol Card initial Factor Analysis of workload data by
(sC) request month for each base.

3 with Part C - Category providing Direct &

Search Array Indirect manhours by
Option 00 category for each
base.
this is an | Part £ - Category/ | providing correla-
initial Work Unit Analysis | tion & regression
request analysis against the
with Associated Workload
Search Factor only.
Option 01 Part B - Task Man- | providing a compari-
| and there ' hour Array son of manhour work
j is an , unit relationship
| acceptable | of the Associated
: degree of Workioad Factor.
___j correlation
6| it is an + Part E - Category/ | indicating that
‘ initial re- Work Unit Analysis [ there is no accept-
quest with able degree of
Search correlation with
Option 01 the associated
Fo & there is Workload Factor.
o NOT an _
! f acceptable
\ degree of
E correlation
fan Analysis an Analysis| Part E - Category/ | providing correlation
:Se?ect Card Code A is Work Unit Analysis | and regression analy-
:{91) used sis between manhours
: and selected Work-
LT?” Toad Factors.
Part B~ - Task Man-[ providing a compari-
I hour Array son of manhour/work
unit.
o o—— L
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TABLE 5-1 ({Continued) |

HOW LTAS OUTPUT IS GENERATED | o L

R ] A B C D

U L]

9

L When the input
E

submitted is
an Analysis

Select Card

(91)

454 4

and you will receive for the purpose of
an Analysis [ Part F - Direct Mand providing direct

Code B is hour Correlation manhour values by
used category for each

base.

Part H - Task Man-
hour Array

providing compari-
son of manhour/
work unit.

an Analysis

Part G - Percentage

providing percentage

Code C is Analysis analysis by catagory.
used Part H - Task Man- | providing comparison’
! hour Array of manhour,’work unitﬁ
an Array an Array Part H - Task Man- |providing comparison,
Request Card Code A is hour Array of manhour/work unitl
| 1 (92) used
{14 an Array Part H - Task Man- [same as above,
f Code D is hour Array except no workload
! used comparison will be
?_119 rovided.
an Array Part T - Unit Time |providing manhours
Code B is Array divided by selected
used work units for each
] base.
16 an Array Part J - Percentage |providing a per-
Code C is ;Array centage of time
used i spent on each task
through sub-element
in relation to total
‘ direct manhours.
171 a RAP-Card tAnalysis Summary provding card input
Generator Cards into other utility
_{programs.
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b. The Analysis Summary Cards, PCN SE515-913-XX, are card outputs
to serve as input to other utility programs should the Lead Team desire
to do so.

5.7 OUTPUT FORMATS. An explanation of each output is indicated below.
Parts A through C and E through J are separate parts of the Lead Team
Analysis Report, PCN SE515-407-XX.

5.7.1 PART A - TRANSACTION REGISTER. See Attachment 36. A Part A
Transaction Register will be produced at the beginning and end of each
run. In addition, other Parts A may be generated when no matching Line
Number can be found for the input being requested, or when the same
Line Number is used more than once.

a. The first Part A - Transaction Register will reflect all of
the input cards and provide an action message PROCESSED AS INPUT,
or one of the error codes and action messages reflected in Attachment 7.
Since this listing is the result of an edit of the card input only,
and is not at this point compared with the data in the LTAS Analysis
File; it is possible that the action message will indicate PROCESSED
AS INPUT and another Part A further along in the output 1isting will
reflect a NO MATCHING LINE NUMBER message for the same transaction.

b. A standard warning message stating NUMBER OF INPUT BASES MAY
PRECLUDE RELTABLE ANALYSIS is printed at the end of the Transaction
Register whenever there are less than six bases providing input.

¢. The last Part A Transaction Register will indicate the LAST
RECORD PROCESSED or that there were NO ACCEPTABLE ASSOCIATED WORK UNITS.
Other Part A Transaction Reigsters will be printed when there is no
matching Line Number on the tape for the data being requested, or when
the same Line Number is used more than once. The general rule for the
use of the Line Number is that requests cannot be made together when
they are at the same paragraph Line Number level or one level lower.
Example: Line Numbers 02 and 02A01A will each be processed if submitted
together; however, Line Numbers 02 and 02A or 02B, will not be processed
since the 02A and 02B levels are one paragraph level lower than 02,
and the system automatically provides arrays at one level lower than
the Line Number requested.

5.7.2 PART B - WORKLOAD FACTOR ANALYSIS. Attachment 37 reflects a
sample of Part B Workload Factor Analysis which reflects the monthly
historical workload data for each Work load Factor at each base. His-
torical workloads are averaged and a standard deviation is computed
around the average. Upper and lower control limits are established using
the following equation,
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Mean - X = X_
N Y N
Standard Deviation - op =\// N‘EEX,).~”L§%).
N (N -
Control Limits - Upper - X + op
Low - X + op

Where X = Mean

X = Workload values

N = Number of months being measured

op = Standard Deviation

5.7.3 PART C - CATEGORY ARRAY. Attachment 38 provides an illustration
of the Part C Category Array which contains a list of the monthly allowed
times for each category level at each base. Direct and indirect sub-
totals are provided as well as a work center total. Above each base name
or unit designation will be a 2-digit Base Number assigned to each base.
This is used as the Base Number input for the Analysis Select Card.

5.7.4 PART E - CATEGORY/WORK UNIT ANALYSIS. Refer to Actachment 139.

The Part E Category/Work Unit Analysis reflects correlation and regres-
sion analysis between manhours and selected Workload factors. If bases
fall beyond or below selected control Tlimits, they will be flagged High
or Low. The historical Workload Average will be listed for each base
under the column Workload Value. The total allowed manhours for the
specified category for each base will be indicated under the column
Manhours. The mean, Sy/x and upper and lower contrcl limit will be
computed at the end of each column. Bases which fall above or below

the control limits are identified by High or Low. The Part E received

as a result of the submission of Search Option 01 on an initial LTAS
Control Card will reflect only those Workload Factors and categories
which were designated as having an Associated Workload Factor in the
WORDS. (These can be verified by checking the WLF column in the Standard
Task and Workload Description Register, PCN SE515-121-XX.) If there

is no acceptable degree of correlation, the output will specify "Accept-
able-No" for each related category and Associated Workload Factor Number;
however, workload values and manhours will be displayed.

5.7.5 PART F - DIRECT MANHOUR CORRELATION. Refer to Attachment 40.

The Direct Manhour Correlation will contain correlation and regression
between manhours for a selected category and the sum of total direct man-
hours from other categories. The mean, Sy/x and upper and lower control
levels are printed on the bottom of the listing. High and lTow bases

are flagged.
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5.7.6 PART G - PERCENTAGE ANALYSIS. Refer to Attachment 41. Part G Per-
centage Analysis reflects the selected category percentage of manhours in
relation to the total direct manhours. High and low points are flagged.

5.7.7 PART H - TASK MANHOUR ARRAY. Refer to Attachment 42. Part H will
reflect an array of manhours for each task within the selected category.
A Part H may be received by submitting an Initial LTAS Control Card with
Search Option 01. In such actions, a Part H will be received only when
there is an acceptable degree of correlation between the Associated Work-
load Factor and Category specified in the WORDS. [f there is no accept-
able degree of correlation, no Part Hwill be provided. I[f there is,

it will reflect the tasks only in those categories that have Associated
Workload Factors. A Part H may also be received by submitting an Analy-
sis Select Card (91) which will provide a comparison of the manbours

and the Workload Factor Number specified in the Analysis Select Card.

In addition, a Part H may be received with Array Code A or D indicated
in the Array Request Card. Array Code A will provide an array of man-
hours with the specified Workload Factor indicated. Array Code D will
provide an array of manhours with no Workload Factor comparison.

5.7.8 PART I - UNIT TIME ARRAY. Refer to Attachment 43. The Work

Units reflected in the Part I Unit Time Array reflects the average histori-
cal count for the Workload Factor Number specified in the Tisting. The
unit time figures for each of these categories are arrived at by dividing
the manhours for these categories by the average workload factors.

5.7.9 PART J - PERCENTAGE ARRAY. Refer to Attachment 44. Part J Per-
centage Array reflects each task as a percentage of the total direct man-
hours for each base to provide a comparative analysis of task percentages.

5.7.10 ANALYSIS SUMMARY CARDS, PCN SE515-913., Analysis Summary Cards
will be produced which may be input to the NTLR-10 Regression Analysis Pro-
gram or other utility program. The data in tne cards will be in the card

column format indicated in Attachment 45.

5.8 SAMPLE OUTPUTS. A1l sample outputs are illustrated in Attachments
36 to 45,

5.9 UTILIZATION OF SYSTEM QUTPUTS. Lead Teams will use the output data
from the LTAS to analyze and compare work measurement data from Collection
METs to facilitate the identification and resolution of any inconsisten-
cies which might make the reported data incompatible for development of

a sound, logical manpower standard. LTAS output data may also serve to
provide input information for the application of additional statistical
tests in accordance with AFM 171-126. Lead Teams should coordinate with
their Data Processing Installations to insure that B3500 floating point
capability is available prior to initiating AFM 171-126 actions.
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BY ORDER OF THE SECRETARY OF THE AIR FORCE

OFFICIAL DAVID C. JONES, General, USAF
Chief of Staff

JAMES J. SHEPARD, Colonel, USAF
Director of Administration
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DATA NAME

ACCURACY

ACTION-FILE-MAINT

ALLOW-FAC
ASGD-HRS
ASTOC-WLF

"

AVATL-TIME

AYG

BASE-NP
BOR-HRS
CARD-1D
CARD-TRANSCT
COMB-NR

DA
DAY-0F-YEAR
FORN~DES
FORN~DUR
FORN-SYM
FREQ-PERF

FUNCT-ACCT

Attachment 1

1 Decerber 1976

BMENS STANDARD DATA ELEMENTS AND CODES

TITLE
Accuracy

Action (File Maintenance)
Allowance Factor

Assigned Hours

Associated Workload Factor Number
Allowed Time

Available Time (Assigned Manhours
ber Month)

Average

Base Number

Borrowed Hours

Card ldentity

Card Transaction
Combination Number

Day of Month

Day of Year

Foreign Element Description
Foreign Element Duration
Foreign Element Symbol

Frequency of Performance

Functional Account

Al-
__AFM 300-4
REF W V0L
PE 601 VI
AC 770 XTI
AL 447 1V
HO 831 VI
SE 640 XII
AL 446 1V
HO 831 VI
PE 600 XII
D 180 XII
HO 831 VI
CA 660 XII
CA 660 XII
ID 180 XII
DA 790 VI
DA 955 VI
FO 672 1V
TI 496 1V
ID 180 XII
PE 612 1V
FU 500 XII
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DATA NAME
FUNCT-ACCT-SHRED
FUNCT-ACCT-ABRV
INPUT-KEY
INSTL-LOC-NAME
IN-STUDY-1D
LEV-FAC

LINE-NR

LND-HRS

LOCAL -HOUR
MHRS-ACC
MHRS-ACC-MO

MHRS-CAT
MHRS-FX

MHRS-PERS-GEN

MHRS-VAR
MH-SHIFT-PROFILE
MO

NRM-WRK-HRS
N-SAM-DA

DA-FREQ

OPR-COMD
ORG-KIND
ORGN-NO

e L 2 SO

AFM 300-4
TITLE REF NR VOL
Functional Account Shred FU 500 XII
Functional Account Abbreviation FU 500 XII
Input Key SU 565 XII
Installation or Location Name IN 747 XII
In-Study ldentifier SU 052 XII
Leveling Factor WO 690 IV
Line Number SE 640 XII L
Loaned Hours HO 831 VI
Time of Day - 24 Hour Clock TI 460 XII

Manhours Allowed per Accomplishment TI 496 1V

Manhours Allowed per Accomplishment TI 496 1V
per Month

Manhours Allowed per Category TI 496 IV
Manhours Allowed for Fixed Tasks HO 831 VI
Manhours Allowed per Personnel -HO 831 VI

Generated Task

Manhours Allowed for Variable Tasks HO 831 VI

e e e n

Manhour/Shift Profile MA 520 IV ;
Month of Year MO 500 VI é
Normal Working Hours HO 831 VI :
Number of Sampled Days WO 690 1V
Operational Audit Frequency PE 612 IV

Operating Command MA 360 XII
Organization Kind OR 265 XII
Organization Number OR 269 XII 'A)

{
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DATA NAME
ORGN-TYPE
OUT-STUDY-ID
PACE-A-FAC
PAS-ANR
PERS-NBR
P&R~A-FACTOR
SAM~MHRS-NON-P
SAM-MHRS-NON-T
SAM-MHRS - TRANS
SEQ-NR
SERIAL-NR
SP-MHRS
SP-NTRANS
SP-TOT
SP-TRANS
START-SERIAL-NR
STOP-SERIAL-NR
TITLE
TS-AC-RDS

TS-DATA-RCD
Ts-ToT
TS-TOT-CAT

Attachment 1

TITLE

Organization Type

Out-Study ldentifier

Pace of Work Factor

Personnel Accounting Symbol Number
Personnel Number

Personal and Rest Allowance Factor
Manhours Sampled - Nonproductive
Manhours Sampled -~ Non-Transferable
Manhours Sampled or Transferable
Sequence Number

Serial Number

Shift Profile Manhours Sampled
Shift Profile Non-Transferable
Shift Profile Total of Transferable
Shift Profile Transferable Time
Start Serial Number

Stop Serial Number

Title

Time Study Acceptable Readings per
Element

Time Study Data Record
Time Study Summation per Element

Time Study Summation per Category

1 December 1976

Al-3
__AFM 3004
REF WR  VOL
OR 293 XII
SU 052 XI1
RA 770 1V
PE 620 11
PE 663 XII
RA 770 1V
HO 831 VI
HO 831 VI
HO 831 VI
SE 640 XII
SE 640 XII
MA 520 IV
MA 520 IV
MA 520 1v
MA 520 1V
SE 640 XII
SE 640 XII
SU 565 XII
TI 496 1V
TI 496 1V
Tl 496 1V
71 496 1V
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DATA NAME
WK-SEQ-NR
WL-AV-DA
Wl -AVG
WL-EFF
WLF-NR
WL-SUM
WL-THRU
WL -TITLE
WL-VALUE
WORK-CAT

WS-CAT

WS-DATA

WS-DAY

WS-LEV-FAC
WS -MH

HS-0T

WS-SAM-0T
WS-TOT

WS-TOT-MH

AFM 25-212 Attachment | 1 Decemter 1976

_APM 300-4
TITLE REF R VOL
Work Center Seqguence St 640 XII
Workleoad Average Days DA 975 VI
Workload Average PE 600 XII
Effective Date ot Workload Count DA 770 VI
Workload Factor Number SE 640 XII
Workload Summary PE 600 XII
Thru Date of Workload Count DA 770 VI
Workload Factor Title SU - 565 XII
Workload Value WO 691 IV
Work Cateqgory WO 661 1V
Total Number of Work Samples per W0 690 1V
Category
Work Sampling Data Count WO 690 1V
Total Number of Samples Taken per WO 690 1V
Day
Work Sampling lLeveling Factor W0 690 IV
Daily Manhours Sampled WO 690 IV
Amount of Non-Sampled Overtime by WO 690 1V
Category
Work Sampling Sampled Overtime WO 690 1v
Total Number of Work Samples per WO 690 IV
Study
Total Manhours Sampled WO 690 IV




LRI TR B Vitachment 2 P Decepber 1970 A2

VR R U PHINCH Y ORI

RECORD LAYQUT

s

FILE bt RECORD TTLE CLASSIFICATION
DESURIPTION INPUL VOP VY [ HNCLASSTHLED
CARD FLLE l PYLILE CAD RCS/PCN
i S1.515-81¢
f11E DESCRIPTION *EEEBEF*{)}Umvg_r;;j'%vs/cuss SPECIAL INSTRUCTIONS |
CARO - TRANSUT -2 SAN See Note.
ACTTON-FLILE-MALNT A AN A, € or D
SELRIAL-SR 1o G 0OUOVL, U00D02, etc.
or bhlank,
SME -SSR 1o 11 JUN Oi, 02, cte. to 9
or blank.
i
FUNCT-ACUT oo Ih AN ceol2, 13, & 14 must
: be rumeric.
FUNCL-ACCT SRk b To-17 2AN ‘tuv be hlank.
STND-TYPL | 18 LAl F, V', P or blank,
1
WORK-CAT 1o RY Ihoor |
TITLY 2a-4y RYVASN
BLANK SU-Th — 0NN
SEJ-NR Th- 80 SUN DUOUl, D0UD2, etc. or
blank.
NOTE s ENTER #1 for WCategory
g2 for {Task
43 tor {Sub-task
g4 for lLlement
#5 for !sub clement
l
I
|

‘ AF FORM | 1G0 pREVIOUS §UITIONS ARE 0BSOLETE.
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A2~ 2 AFM 25

——

-212

RECORD

FILE THTLE
DESCRIPTION
FILL

INPUT

RECORD YITLE

LOCATION

CARD

Attachment 2 1 December 1976
LAYOUT
CLASSIFICATION
UNCLASSIFIED
RCS/PCN

SE515-810

FILE DESCRIPTION RECORD POSITIONS|  TYPE/CLASS SPECIAL INSTRUCT IONS
CARD-ID 1 1A} ¢
BLANK 2 1
ACTION-FILE-MAINT 3 1AL A, C or D
PAS-NR 4-7 4 AN
OPR-CMD 8-10 JAL
INSTL-LOC-NAME 11-27 17AN
ORGN-NO 28-31 4UN
ORG-KIND 32-34 JAL
ORG-TYPE 35-36 2AL
BLANK 37-80 44
AF FomM | 1G0 erevious EDITIONS ARE OBSOLETE.

ae 70
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AFM 25-212

Attachment 2 1 December 1976 A2-3

RECORD LAYOUT

FILE TITLE
DESCRIPTION INPUT
CARD FILE

RECORD TITLE

FUNCTIONAL ACCOUNT CARD

CLASSIFICATION

UNCLASSIFIED

RCS/PCN

51E515-810

FILE DESCRIPTION

SPECIAL INSTRUCTIONS

CARD-TRANSCT
ACTION-FILE-MAINT

FUNCT-ACCT

FUNCT -ACCT-SHRED
BLANK
FUNCT-ACCT-ABRYV

FUNCT-ACCT-SHRED-
ABRV

BLANK

RECORD POSITIONS TYPE/CLASS

1-2 2AN

3 1AL
4-7 4AN
8-9 ZAN

10 1
11-28 18AN
29-46 18AN
47-80 34

Iy
A, C or D

CC 4, 5 and 6 must
be numeric

May be blank

AF fom™ | 1Q0 paevious EDITIONS ARE OBSOLETE.

e 70
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APM 20-212

Atlachiment 2

l.chomth 1970

RECORD LAYOUT

FILE TITLE
DESCRIPTION INPUT
CARD FILE

RECORD TITLE

WORKLOAD

TITLE

FACTOR

CARD

CLASSIFICATION

UNCLASSIFIED

RCS/PCN

SE515-810

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT|ONS
CARD-TRANSCT 1-2 2AN Wl
ACTION-FILE-MAINT 3 LAN A, C, or D
SERTAL-NR 1-9 O6UN 000001, 000002, ctc.
or blank.
WK-SEQ-NR 10-11 2N 01, 02, etc, or blank
BLANK 12-15 1
WLF-NR 1o-17 2UN 01, 02, etc.
BLANK 18-19 2
WLF-TITLE 20-062 43AN
BLANK 63-75 13
Skyg-NR 76-80 SUN 00001, 00002, ctc.
or blank.
AF FOM | 190 sRrevIOuSs EDITIONS ARE OBSOLETE.

Ase 70




SRR N Attachment 2 I becember [970 W
RECORO LAYOUT
cr o1 -, RECORD TITLE CLASSIFICATION
CEstRIPTTon INbul FUNCTLOMAL ACCOUNT/ UNCLASSIEFIED
CARD P WORKLOAD CARD RCS/PCN
S5ES515-810
[ (€ DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS
G TRANSU [-2 SAN il
b bos-BRTLE TIAVEN 3 LAL A\ or D
FUNU L - ACCT 3-7 JAN 4, 5, 6 must be
nameric
FUNULD ACUT - sHRED 8-9 2AN
SN 10-11 JUN 01, 02, ctc. in each
SR N 12-13 2UN WLF-NR or leave
by i 14-15 2UN blank
LU FE N 16-17 2UN
RS B X 18-19 2UN
Wi b-LK 20-21 2UN
Witk 22-23 JUN
Wb AR 24-25 2UN
Wil NK 20-27 2UN
Wi bF-AR 28-29 JUN
wlb MR S0-51 JUN
Wit - N 3)-33 2UN
Whit  NR 31-35 2UN
whit - NR 36-37 2UN
SowE P ONR 38-39 2UN
Wi b - NK 10-41 2UN
Wit - NR 12-13 2UN
WIT-NR 14-45 2UN
Wl NE 16-47 2UN
AR 48 -19 2UN
Wi -NR S50-51 2UN
S -NR ‘ 52-53 2UN
WEE-\R - 54-55§ 2UN
Wl -NR S0-57 2UN
WET -NK 58-59 2UN
WLE-NR 60-61 2UN
B1.ANK 62-80 19
|

AF FOR"™ ) JQ0 PREvIOUS EDITIONS ARE OBSOLETE.
nj6 70
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VA SR

Attachment

RECORD LAYOUT

I December 1976

FILE TetLe

DESCRIPTION INPUT

RECORD THITLE

MASTER CONTROL CARD

CLASSIFICATION

UNCLASSIFIED

CARD FILE RCS/PCN
5L515-810

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT IONS
CARD-1D l LAN M
BLANK 2-3 2
START-SERIAL-XNR 1-9 OUN 000001, 000002, ctc.
STOP~-SERIAL-XNR 10-15 6UN 000010, 000011, etc.
FUNCT-ACCT lo-19 JAN
FUNCT-ACCT - SHRED 20-21 ZAN May be blank.
WORK-CAT 22 1AN D or I
BLANK 235-80 58

AF FOR¥ | 1G0 eREVIOUS EDITIONS ARE OBSOLETE.

AJ8 70
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AR 25-012 Attachment o P December 1070 W
RECORD LAYQUT
FILE Tt RECORD TivYLE CLASSIFICATION
DESCRIPTION INPUT WORK SAMPLING STUDY UNCLASSTFIED
CARD FILE INTTIATOR AND nCS/PCN g
FERMINATOR CARDS SE515-810 it
. FiLE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS ‘
WORK BAMPLING swqu INITIATOR| CARD %
) CARD-TRANSCT 1-2 JUN 20
; ACTION-FILE-MALINT 3 LAL Aor D ﬁé
t -
¥ SERIAL-NR 3-9 6UN 000001, 000002, ectc. |
BLANK 10-80 7 é
] WORK BAMPLING STUPY TERMINATOR CARD 2
: )
CARD TRANSCT 1-2 _UN 29 %
' ACTION-FILE-SMAINT 3 1AL A or D 3
N &
SERTAL-NR 4-9 olN X
a .
i I BLANK 10-80 71
|
{
| ;

FORM | |90 PREVIOUS EDITIONS ARE OBSOLETE-
AF we 70
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A2-8 AFM 25-2

12

Attachment 2

1 December 1976

RECORD

LAYOUT

FILE TITLE
DESCRIPTION INPUT
CARD FILE

RECORD TITLE

TIME STUDY
AND TERMINA

INITIATOR

CLASSIFICATION

UNCLASSIFIED

TOR CARDS

RCS/PCN

SE515-810

FILE DESCRIPTION

RECORD POSITIONS

TYPE/CLASS

SPECIAL INSTRUCTIONS

CARD-TRANSCT
ACTION-FILE-MAINT
SERIAL-NR

BLANK

I IME STUDY 1

10-80
FIME STUDY T

2UN

1AL

OUN

71

NITIATOR CARD

30
A or D

000001, 000002, etc.

ERMINATOR CARD

CARD- TRANSCT 1-2 ZUN 39
ACTION-FILE-MAING 3 TAL A or D
SERIAL-NR 4-9 6UN 000001, 000002, etc.
BLANK 10-80 71

TIME STUDY DATA COLLECTION INITIATOR CARD
CARD - TRANSCT 1-2 2UN 31
ACTION-FILE-MAINT 3 1AL Aor D
SERIAL-NR 4-9 6UN 000001, 000002, etc.
BLANK 10-80 71

TIME STUDY DATA COLLEGTION TERMINATOR CARD
CARD - TRANSCT 1-2 20N 38
ACTION-FILE-MAINT 3 1AL A or D
SERIAL-NR 4-9 6UN 000001, 000002, etc.
BLANK 10-80 71
AF :::?:o 1190 rrevious epoiTiIONS ARe OssoLeTe.
‘ L 3&&&;&*&&?&&@{;* .
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AFM 25-212

Attachment 2

I Dece

mber 1976 A2-9

RECORD

LAYOUT

FAILE *HTpt
DESCRIPTION INPUT
CARD FILE

RECORO TITLE

OPLRATIONAL
INITIATOR AN
TERMINATOR C

AUDIT STUDY
b
ARDS

CLASSIFICATION

UNCLASSIFIED

RCS/PCN

SE515-810

FILE DESCRIPTION

RECORD POSITIONS

TYPE/CLASS

SPECIAL INSTRUCTIONS

OPLERATIONAL AUDIT Hruby INITIATPR CARD

CARD-TRANSCT 1-2 2UN 40
ACTTON-FILE-MAINT 3 1AL Aor D
SERITAL-NR 4-9 O6UN 000001, 000002, etc.
BLANK 10-80 71
OPERATIHONAL AUDIT STUDY TERMINATOR CARD
CARD- TRANSCT 1-2 2UN 49
ACTION-FILE-MAINT 3 1AL A or D
SERTAL-NR 4-9 6UN 000001, 000002, etc.
BLANK 10-80 71
OPERATIONAL AUDIT DATA |[COLLECTION INITIATOR CARD
CARD-TRANSCT 1-2 2UN 41
ACTTION-FILE-MAINT 3 1AL A or D
SERTAL-NR 4-9 6UN 000001, 000002, etc.
BLANK 10-80 71
OPERATIONAL JAUDIT DATA QOLLECTION TERMINATOR CARD
CARD-TRANSCT 1-2 éUN 48
ACTION-FILE-MAINT 3 1AL A or D
SERIAL-NR 4-9 6UN 000001, 000002, etc.
BLANK 10-80 71
AF For™ | 190 pREvious E0ITIONS ARE OBSOLETE.

ae 70




: A2-10 AEM 25-212 Attachment 2 I Decernber 1976
‘ RECORD LAYOUT
FILE TITLE RECORD TITLE CLASSIFICATION i
. DESCRIPTION INPUT "WORDS™ SPLCIAL UNCLASSEHETL D }
' CARD FILE DELLTE RCS/PCN
{ SE515-810 i
; FILE DESCRIPTION RECORD PQSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS i
CARD-1ID 1 1AN -
i BLANK 2-3 2
’ START- SERIAL -NR 1-9 OUN oounnl, 000002, ctc.
}
; STOP-SERIAL-NR 10-15 Oy 000021, NO0D22, ctc.
’ BLANK 16-80 05AN

Fo vab

DN - .} & o rd £ Wt

prrgrey

()

-

F Fomm | PREVIOUS EDIT .
A v 190 EOITIONS ARE OBSOLETE




AFM 25-212 Attachment 2 I December 1976 AZ-11 :
RECORD LAYQUT i
FILE TITLE RECORD TITYLE CLASSIFICATION M
DESCRIPTION INPUT OPERATIONAL AUDIT ucxfﬁLASSIFIED 3
CARD FILE PARAMETER CARD SES15-810 i
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT|ONS ,
CARD-TRANSCT 1-2 2UN 42 é
ACTTON-FILE-MAINT 3 TAL A,C or D %
SERTAL-NR 3-9 OUN :
BLANK 10 1
OA-FREQ 1115 SUN
BLANK 16 1
FREQ-PERF 17 1AN 1, 2, 3,4, 5, W,
M, O, Y
BLANK 18-19 2
MHRS-ACC 20-25 6 UN
BLANK 26-80 55

FORM | | PREVIOUS EDITION .
AF o' 70 90 3 ONS ARE OBSOLETE




Al-12 AFM 25-212 Attachment 2 { December 1976
RECORD LAYQUT
FILE T1TLE RECORD TITLE CLASSIFICATION
UNCLASSITEFLED
DESCRIPTION INPUT WORDS CONTROL CARD RCs/Pen
CARRP \ SESES 810
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS
CARD -TRANSCT 1-2 2AN $C
? BLANK 3-9 7
OPTITON KLY 10 1AL B-U-D-R or W
3
: BLANK I1-14 4
OPTION KEY 15 TAL B-U-D-R or W
RLLANK 16-19 4
; OPTION KEY 20 1AL B-UI-D-R or W
1
RLANK 21-24 4
IN-STUDY 1D 25-26 JAN
QuT-s1unYy 1Ih 27-28 2AN
BLANK 29-80 52

Form ) | PREVIO
AF oa'70 90 PREvVIOUS EDITIONS ARE OBSOLETE-




AFM 25-212 Attachment 2 1 December 1976 A2-13
RECORD LAYOUT
FioE STTLE RECORD TITLE CLASSIFICATION
DESCRIPTION INPUT WORDS PARAMETER CARD UNCLASSIFIED ]
CARD FILE Res/Pew
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT [ONS
CARD- TRANSCT 1-2 2AN $1
ACTION-FILE-MAINT 3 1AL AorD
SERTAL-NR 4-9 6UN Must be @ddoaggp
FUNCT-ACCT 10-13 4AN
FUNCT-ACCT-SHRED 14-15 2AN
BLANK 16 1
AVAIL-TIME 17-19 3UN Blank
BLANK 20 1
P&R-A-FACTOR 21-24 4UN Blank
BLANK 25 1
ACCURACY 26 1UN Blank
BLANK 27 1
FREQ-PERF 28 1UN Blgnk or 1, 2, 3, 4,
BLANK 29-30 2
N-SAM-DA 31-32 2UN Blank or Numeric
BLANK 33-80 48
AF .'":‘“7'. {190 rrcvious co1tions ane ossoLcte.

B e




A2-14 AFM 25-212 Attachment 2

1 December 1976

RECORD LAYOUT

FILE TITLE RECORD YITLE CLASSIFICATION
DESCRIPTION INPUT _UNCLASSIFIED
CARD FILE IDENTITY CARD 15830

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS
CARD-TRANSCT 1-2 2UN ID
BLANK 3 1
IN STUDY ID 4-5 2AN
BLANK 6-80 75

romn on .
AF —r 1190 rrevious EoiTIONS ARE OBsOLETC
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AFM 25-212

Attachment 2

1 December 1976 A2-15

RECORD LAYOUT

FILE TITLE

RECORD TITLE

CLASSIFICATION

ADR-EXT CARD FILE ADDRESS EXTRACT CARD  |UNCLASSTFIED

cu,?ESIS-SSO
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS

CARD-1ID 1 1AN X

PAS-NR 2-5 4AN

FUNCT-ACCT 6-9 AAN

FUNCT-ACCT - SHRED 10-11 2AN ‘| May be blank

BLANK 12-18 7 |

INPUT KEY 19-20 2UN 01, 02, etc.

BLANK 21-80 60

AF .":m’l. 1190 rrevious €

ODITIONS ARE OMSOLETE.




10 AFM

25-212

Attachment 2

1 December 1976

RECORD LAYOUT

L

S

£ THITUF

\DDRESS huMb FILE

RECORD TITLE

MET IDENTITY CARD

CLASSIFICATION

UNCLASSIFIED

RCS/PCN

SE515-840

B ,,;EIFE_DESCR'P"O" RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT1ONS
INPUT -REY 1-2 2UN 01, 02, etc.
CARD DY 3 1A X
O -STUDY Ih 4-5 2AN
BT ANK 6-80 75
AF ::::o 1190 erevious €01TIONS ARE OBSOLETE.




AFM 25-212 At

tachment 3 I December 1970 Voo

DACS KREYPUNCH FORMATS

RECORD LAYOUT

FILE TITLE RECORD TITVLE CLASSIFICATION

DATA COLLECTION DACS CONTROL CARD UNCLASSTETED

INPUT CARD FILE RCS/PCN D

SES15-820
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT IONS

CARD-TRANSCT 1-2 2AN SC

BLANK 3-9 7

FUNCT- ACCT 10-13 4AN When werd "study™ 1-
used, CC 15 15

FUNCT - ACCT - SHRED 14-15 2AN blank.

BLANK 10 1

OPTION-1 17-18 ZAL I's, s, OA, WL, S,
Word "All" mayv he

BLANK 19 1 entered in U 7 li‘1
Word "Pinal™”™ may be

OPTION-2 20-21 2AL entered in OO0 1701

BLANK 22 1

OPTION-3 23-24 ZAL TS, WS, 0A, VL, SP oer
blank.

BLANK 25 1

OPTION-4 26-27 ZAL TS, WS, OA, WL, SP oy
blank.

BLANK 28 1

KEY 29 1AL W, S or 7

IN-STUDY IDENTIFIER 31-32 2AN

OUT-STUDY IDENTIFIER] 33-34 2AN

BLANK 35-80 40

AF oM | 1Q0 rrEvious €0ITIONS ARE OPSOLETS.
e 70

Y




A3-2

AFM 25-212

Attachment 3 1 December 1976

RECORD LAYOUT

R e e iarankie b e

FILE TITLE RECORD THTLE CLASSIFICATION
DATA COLLECTION DACS PARAMETER CARD UNCLASSTFIED
INPUT CARD FILE g?ng-SZO
FILE DESCRIPTION RECORD POSITIONS|  TYPE/CLASS SPECIAL INSTRUCT |ONS
CARD- TRANSCT 1-2 ZAN $1
BLANK 3-9 7
FUNCT-ACCT 10-13 4 AN
FUNCT-ACCT - SHRED 14-15 ZAN
BLANK 16 1
AVAIL-TIME 17-19 3UN May be blank,
BLANK 20 1
P&R-A-FACTOR 21-24 4UN 1000 to 1500 or blank,
BLANK 25 1
ACCURACY 26 1UN 1 to 9 or blank.
BLANK 27 1
FREQ-PERF 28 1AN 1-2-3-4-5 or blank.
BLANK 29-30 2
N-SAM- DAY 31-32 2UN May be blank.
BLANK 33-80 48 AN
AF :f‘:° 1190 rrevious eoiTions ARe ossoLEeTe.
j*ffsf. ”WV«!* f- ;:

?5\,.1"
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AFM 25-212 Attachment 3 1 December 1976 A3-3
RECORD LAYOUT
FILE TITLE RECORD TITLE CLASSIFICATION

* D" only requires

completion t

DATA COLLECTION HISTORICAL WORKLOAD UNCLASSIFIED
INPUT CARD FILE COUNT CARD RCS/PCN
SES515-820

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT | ONS
BLANK 1-4 4
CARD- TRANSCT 5-6 2AN W4
ACTION-FILE-MAINT 7 1AL A, C or D*
BLANK 8 1
PAS-NR 9-12 4AN
WLF-NR 13-14 2UN
BLANK 15-16 2
WL-EFF 17-22 6UN Year, Month, Day
BLANK 23-28 6
WL-VALUE 29-38 10UN Zero fill when field

is used

WL-AV-DA 39-42 4UN
BLANK 43-80 38

o card columh 22.

wia N AN LM Ny B

3

AF 70% | 190 rPaEvious tOITIONS ARE ODSOLETE.
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A3 -4 VM 25 202 Attachment 3 1 December 1976
RECORD LAYOUT

FOy. 6 TTLE RECORD TITLE CLASSIFICATION

DATA COLLECTION ACTUAL WORKLOAD COUNT UNCLASSIFIED

INPUT CARD FILE CARD RCS/PCN

b—

SE515-820

| FILE DESCRIPTION RECORD POSITIONS|  TYPE/CLASS SPECIAL INSTRUCT IONS
PLANK 1-4 4
i CARD-TRANSCT 5-06 ZAN W5
’ ACTTON-FILE-MAINT 7 1AL A, C or D*
' BLANK 8 1
PAS-NR Y-12- 4 AN
WILE-NR 13-14 2UN
BLANK 15-16 2
l DAY OF MONTH 17-19 SUN
{ BLANK | 21-28 8
wL-VALUL 29-38 10UN Zero fill when field
is used
BLANK 39-80 42

*) only requires con

pletion to dard column 22.

(

AF fomw 1y PREVIOUS EOITIO
oo 70 90 NS ARE OBSOLETE.
o LAV R .”a"’h’;‘&% -
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‘ AFM 25-212 Attachment 3 1 December 1976 A3-5
RECORD LAYOUT
. FILE THTLE RECOAD T|TLE CLASSIFICATION
: DATA COLLECTION WORK SAMPLE UNCLASSIFIED
. INPUT CARD FILE DATA COLLECTION CARD Acs/pcH
SE515-820
- FILE DESCRIPTION RECORD POSITIONS TYPE/C_ASS SPECIAL INSTRUCTIONS
BLANK 1-4
CARD-TRANSCT 5-0 2UN 21
ACTION-FILE-MAINT 7 1AL A or C
BLANK 8 1
FUNCT- ACCT 9-12 4AN
; FUNCT-ACCT-SHRED 13-14 2AN
! SERTAL-NR 15-20 6UN
u BLANK 21-22 2
DAY -OF-YR 23-25 3UN
i WS-DATA 26-29 4UN Prefix with zeros.
i
\ BLANK 30-80 51

FORM ) 1Q0 PREVIOUS EDITIONS AR .
AF oo 0 £0 £ oBsOLETE

r....__t; _—




- s - - - f
A3-6 AEM 25-212 Attachment 3 1 December 1976 ]
RECORD LAYOUT - }
FILE TITLE RECORD TIYLE CLASSIFICATION l
DATA COLLECTION WORK SAMPLE CATEGORY |UNCLASSIFIED |
INPUT CARD FILE CARD nCs/PCN j ‘
SE515-820
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS ’
BLANK 1-4 4
i CARD- TRANSCT 5-6 2UN 22
' ACTION- FILE-MAINT 7 1AL A or C
ﬁ BLANK 8 1
FUNCT-ACCT 9-12 4AN ﬁ
FUNCT-ACCT- SHRED 13-14 2AN 3
SERIAL-NR 15-20 6UN :
BLANK 21-22 2 :
WS-0T 23-29 7UN Field must be zero -
filled.
ALLOW- FAC 30 1AL Y, N or blank. N
BLANK 31-80 50

2

et et A e R SN AT IR A G 5 1 B LS

Foam | PREVIOUS EOITION .
AF o 190 S ARE ODSOLETE
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AFM 25-212

Attachment 3

1 December 1976 A3-7

RECORD LAYOUT

FILE TIYLE

RECORD TITLE

CLASSIFICATION

DATA COLLECTION WORK SAMPLE UPDATE UNCLASSIFIED

INPUT CARD FILE CARD nCs/reN
SE515-820

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS

BLANK 1-4 4

CARD- TRANSCT 5-6 2UN 23

ACTION-FILE-MAINT 7 1AL D, E or G

BLANK 8 1

FUNCT- ACCT 9-12 4AN

FUNCT-ACCT- SHRED 13-14 2AN

SERIAL-NR 15-20 6UN

BLANK 21-22 2

DAY -OF-YR 23-25 3UN

BLANK 26-80 55

ae 70

AF 70" 11900 rreviOous EOITIONS ARE ODSOLETY.




A3-8 AFM 25-212 Attachment 3 1 December 1976
RECORD LAYOUT
FILE TITLE RECORD T TLE CLASSIFICATION .
DATA COLLECTION WORK SAMPLE LEVELING UNCLASSIFIED '
INPUT CARD FILE FACTOR CARD RCS/PCN
SE515-820 s
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT 10ONS :
BLANK 1-4 4
CARD-TRANSCT 5-6 2UN 24
ACTION-FILE-MAINT 7 1AL Aor C
BLANK 8 1AN
FUNCT-ACCT 9-12 4 AN
FUNCT - ACCT-SHRED 13-14 2AN
SERIAL-NR 15-20 6UN
BLANK 21-22 2
DAY-OF-YR 23-25 3UN 001 to 366
LEV-FAC-1 26-28 3UN
-2 29-31 3UN
-3 32-34 3UN
-4 35-37 3UN
-5 38-40 3UN
-6 41-43 3UN
-7 44-46 3UN
-8 47-49 3UN
-9 50-52 3UN
-10 53-55 3UN
-11 56-58 3UN
-12 59-61 3UN :
-13 62-64 3UN
-14 65-67 3UN :
-15 68-70 3UN
BLANK 71-80 10 4
i
|
(v

rosu | .
AF —re 190 rrevious eoiTions anc ossoLers.




AFM 25-212

Attachment 3 1 December 1976 A3-9

RECORD LAYOUT

FILE TITLE

RECORD TITLE

CLASSIFICATION

e 70

DATA COLLECTION WORK SAMPLE MANHOUR UNCLASSIFIED
INPUT CARD FILE POPULATION CARD RCS/PCN
SE515-820
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS
BLANK 1-4 4
CARD-TRANSCT 5-6 2UN 25
ACTION-FILE-MAINT 7 1AL A or C-
BLANK 8 1
FUNCT-ACCT 9-12 4AN
FUNCT-ACCT-SHRED 13-14 2AN
SERIAL-NR 15-20 6UN
BLANK 21-22 2
DAY-OF-YR 23-25 3UN
ASGD-HRS 26-31 6UN
BOR-HRS 32-37 6UN
WS-SAM-0T 38-43 6UN
LND-HRS 44-49 6UN
BLANK 50-80 31
AF fo"™ | 190 rakvious €oITIONS ARE OBSOLETE.

e R e s e




A3-10 AFM 25-212 Attachment 3 1 December 1976
RECORD LAYOUT
FILE TITLE RECORD TI(TLE CLASSIFICATION .
DATA COLLECTION SHIFT PROFILE UNCLASSIFIED |
INPUT CARD FILE CARD RCS/PCN !
SE515-820 '
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS -
BLANK 1-4 4
b CARD- TRANSCT 5-6 ZUN 26
. ACTION-FILE-MAINT 7 1AL A, C or D*
' BLANK 8 1 ,
t 4
; FUNCT-ACCT 9-12 4AN : |
| i |
1 FUNCT- ACCT- SHRED 13-14 2AN Co
;oo
| SERIAL-NR 15-20 6UN o
BLANK 21-22 2
DAY-OF-YR 23-25 3UN
LOCAL-HR 26-29 4UN
SP-TRANS 30-35 6UN
SP-NTRANS 36-41 6UN F
j i
SAM-MHIRS -NON-P 42-46 5UN g |
|
SP-MIRS 47-52 6UN % ;
BLANK 53-80 28 % ‘
!
*D requires completfion to card folumn 20 only.
|
{
k
Y\ }
()

AF “"‘.";‘ 1190 rrevious corTions are ossoLETe.
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AFM 25-212 Attachment 3 1 December 1976 A3-11
RECORD LAYOUT
FILE TITLE RECORD TITLE CLASSIFICATION

DATA COLLECTION WORK SAMPLE UNCLASSIFIED
INPUT CARD FILE TITLE ADDITIVE ncs/PeN
SE515-820

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT 1 ONS

BLANK 1-4 4

CARD-TRANSCT 5-6 2UN 27

ACTION-FILE-MAINT 7 1AL C

BLANK 8 1

FUNCT- ACCT 9-12 4AN

FUNCT-ACCT-SHRED 13-14 2AN

SERIAL-NR 15-20 6UN

BLANK 21-22 2

TITLE 23-52 30AN

BLANK 53-80 28

G e Tk

F




A3-12

AFM 25-212

Attachment 3

i December 1976

RECORD LAYOUT

FILE YITLE

RECORD TITLE

CLASSIFICATION

DATA COLLECTION TIME STUDY UNCLASSIFIED
INPUT CARD FILE HISTORY UPDATE CARD RCS/PCN
SES515-820
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT IONS
BLANK 1-4 4
CARD-TRANSCT 5-6 2UN 32
ACTION-FILE-MAINT 7 1AL A, C, Eor G
BLANK 8 1
FUNCT-ACCT 9-12 4AN
FUNCT-ACCT-SHRED 13-14 2AN
SERIAL-NR 15-20 6UN
WK-CTR-SQ 21-22 2UN May be blank.
BLANK 23 1
TS-0CC 24-25 2UN
TS-DATA-RCD-1 26-29 4UN Zero fill used fields|.
2 30-33 4UN Unused fields may
3 34-37 4UN be left blank
4 38-41 4UN
5 42-45 4UN
6 46-49 4UN
7 50-53 4UN
8 54-57 4UN
9 58-61 4UN
10 62-65 4UN
BLANK 66-80 15

AF :‘0."';. 1190 raevious corTions ane ossoLeTe.

e s, VW .‘.h,’l‘:»' JR
e !
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ABM 25-212

Attachment 3

| December

1976 A3-13

RECORD LAYOUT

FILE TITLE

DATA COLLECTION

RECORD TITLE

TIME STUDY

CLASSIFICATION

UNCLASSIFIED

[NPUT CARD FILE PACE RATING FACTOR CARIY acssecn
SES515-820
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS
$ 1. ANK 1-4 4
CARD-TRANSCT 5-6 2UN 33
ACTION-FILE-MAINT 7 1AL A, C, E, G
3LANK 8 1
FUNCT-ACCT 9-12 4 AN
FUNCT-ACCT -SHRED 13-14 2AN
SERTAL-NR 15-20 6UN
WK- 3k -NR 21-22 2UN
BLANK 23-25 3
PACE-A-FACTOR-1 26-29 4UN Used field must be
2 30-33 4UN zero filled. Unused
3 34-37 4UN fields may be left
4 38-41 4UN blank
5 42-45 4UN
6 46-49 4UN
7 50-53 4UN
8 54-57 4UN
9 58-61 4UN
10 62-65 4UN
BLANK 66-80 15

Form | PACVIOUS COITION .
AF o' 190 ' S ARE OBSOLETE

ey e v e
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A3-14 AFM 25-212 Attachment 3 1 December 1976
<
RECORD LAYOUT 4
FILE TITLE RECORD TITLE CLASSIFICATION .
DATA COLLECTION TIME STUDY UNCLASSIFIED |
INPUT CARD FILE FOREIGN ELEMENT CARD wCs/ren
SE515-820 ' A
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS # .
1
BLANK 1-4 4
CARD - TRANSCT 5-6 2UN 37
ACTION- FILE-MAINT 7 1A A, C or D*
BLANK 8 1 i
FUNCT-ACCT 9-12 AAN }
FUNCT- ACCT- SHRED 13-14 2AN |
)
SERIAL-NR 15-20 6UN
WK-Sky-NR 21-22 2UN
FORN-SYM 23 1AL - §
:l_q !
FORN-DUR 24-28 5AN :
FORN- DES 20-48 20AN '
BLANK 49-80 32

*D requires complefjion to card jcolumn 22 onflly .

FoRM || PREV) .
AF oe'ro 90 OUS EDITIONS ARE OBSOLETE

{ .
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AFM 25-212 Attachment 3 1 December 1976 A3-15 .
T " RECORD LAYOUT
FiLe tiTee ’ | RECORD TIYLE CLASSIFICATION
DATA COLLECTION = | TIME STUDY UNCLASSIFIED
INPUT CARD FILE WORK UNIT CARD RCs/PCN
: SL515-820

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS

BLANK 1-4 4
CARD- TRANSCT 5-6 2AN 38
ACTION- FILE-{AINT 7 1AL Aor C
BLANK 8 1

FUNCT-ACCT 9-12 4AN

FUNCT- ACCT-SHRED 13-14 2AN

SERIAL-NR 15-20 6UN

WK-SEQ- NR 21-22 20N

BLANK 23 1

TS - FREQ 24-28 5UN

TITLE 29-54 26AN

BLANK 55-80 26

FORM | |90 erevious EotTIONS ARE O .
AF e € OPSOLETE

~ —— s




As-To AFM 25-

[ 89

12 Attachment

3

1 December 1976

RECORD LAYOUT

FiLE YTt

RECORD TITLE

CLASSIFICATION

JATA COLLECTION OPLERATIONAL AUDIT UNCLASSIFIED
IvPOT CARD FILE DATA CARD RC3/PCN
- SES15-820
| _FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT1ONS
BLANK 1-4 4
CARD - TRANSCT 5-0 2UN 42
ACTTON  FTLE-TAINT 7 1AL A, Cor D
RLANK 8 1
FUNCT-ACCT 9-12 4AN
FUNCT - ACCT-SHRED 13-14 2AN
SURTALNR 15-20 6UN
WK SEO AR 21-22 2UN May be blank.
PIERS-NBR 23-24 2UN
OA-FREQ 25-29 SUN
FREQ- PERF 30 1AN 1, 2, 3, 4, 5, W, M,
Q, Y
BILANK 31 1
K1Y 32 1AL C or blank
HHRS -ACC 33-38 6UN
RIL.ANK 39-80 42
(v
AF o 30 1180 erevious toiTions ant ossoLete.
- o P




AFM 25-C12 Attachment 3 T Decembey 1976 As-17
RECORD LAYOUT
FILE TITLE RECORD TYiTLE CLASSIFICATION
DATA COLLECTION OPERATIONAL AUDIT UNCLASSTELED
INPUT CARD FILE ADDITIVE CARD RCS/PCN
SE515-820
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECTAL (NSTRUCTIONS |

BLANK 1-4 |

CARD-TRANSCT 5-0 2UN 50 or 51

ACTION-FILE-AINT 7 1AL A, Cor D

BLANK 8 1

FUNCT-ACCT 9-12 4AN

FUNCT-ACCT-SHRED 13-14 2AN

SERTAL-NR 15-20 6UN

WK-SEQ-NR 21-22 2UN

PERS-NBR 23-24 2UN

OA-FREQ 25-29 SUN

FREQ-PERF 30 1AN 1, 2, 3, 4, 5, W, M,

W, Y

BLANK 31 1 :
i

KEY 32 1AN {
|

MIRS-ACC 33-38 6UN é
|

STND-TYPE 39 1AL Blank, F, V, P f

BLANK 40-43 4AN i
i

LINE-NR 44-51 8AN :

TITLE 52-80 29AN

é- AF 9" 1190 peevious £DITIONS ARE OBSOLETE.

T




A3-18 AFM 25-2112

Attachment 3

1 December 1976

RECORD LAYOUT

FILE TITLE

RECORD TITLE

CLASSIFICATION

o g

DATA COLLECTION OPERATIONAL AUDIT UNCLASSIFIED
INPUT CARD FILE MANNING FACTORS Res/rcn
SE515-820
FILE DESCRIPTION RECORD POSITIONS|  TYPE/CLASS SPECIAL INSTRUCT |ONS
BLANK 1-4 4
CARD-TRANSCT 5-6 ZUN 52
ACTION-FILE-MAINT 7 1AL A, C or D.
BLANK 8 1
FUNCT - ACCT 9-12 4AN
FUNCT- ACCT-SHRED 13-14 2AN
SERIAL-NR 15-20 6UN
WK-SEQ-NR 21-22 ZUN May be blank
PERS-NBR 23-25 3UN
BLANK 26-29 4
FREQ-PERF 30 1AN 1, 2, 3, 4, 5,1, Q,
T, W,
BLANK 31 1
NRM-WRK-HRS 32-39 8UN
AV-DA 40-43 4UN
BLANK 44-80 37

AF foaM | 1G0 emevious £oiTIONS ‘ARE OBSOLETE-

A8 10
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AFM 25-212 Attachment 4 1 December 1976 Ad -1
LTAS KEYPUNCH EORMATS
RECORD LAYOUT
FILE TITLE RECORD TITLE CLASSIFICATION J
UNCLASSITFIED gi
ANALYSIS MERGE ANALYSIS MERGE CARD RCS/PCN A
FILE SES515-415 ﬁé
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS g
&y
CARD- 1D 1 1AN Y, M or N =
NO-TAPES 2-3 2UN E
STUDY-1D 4-5 2AN f‘
OUT-STUDY-1ID 6-7 2AN i
IN-STUDY-ID 8-9 2AN 2
10-11 2AN o
12-13 2AN ';
14-15 2AN g
16-17 2AN 3
18-19 2AN 4
20-21 2AN &
22-23 2AN P
24-25 2AN o
26-27 2AN
28-29 2AN
30-31 2AN
32-33 2AN
34-35 2AN
36-37 2AN
38-39 2AN
40-41 2AN
42-43 2AN
44-45 2AN
46-47 2AN
48-49 2AN
50-51 2AN
52-53 2AN
54-55 ZAN
56-57 2AN
58-59 2AN
60-61 2AN
62-63 2AN
64-65 2AN
66-67 2AN
68-69 2AN
70-71 2AN
72-73 2AN
74-758 2AN
76-77 2AN
. 78-79 2AN
AF .',‘:"‘7" 1190 emevious to1TIONS ARt ossoLETE.
- R T 5 U
ey e Lt L R e T




|
|
Ad-2 AFM 25-212 Attachment 4 1 becember 19760
t
RECORD LAYOQUT "
FILE TITLE RECORD TITLE CLASSIFICATION
UNCLASSITEFIED ‘
ANALYSES MERGE FILE ANALYSIS MERGE RCS/PCN ’ :
TRATLER CARD SESIS5-415 {
8 FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT |ONS '
IN-STUDY-1D 8-9 2AN
i 10-11 2AN
12-13 2AN
]
‘ 14-15 2AN
{
{
AF :..?:o L1900 rrevious eotTions ame ossoLeTe.
B 0 B :-‘.‘—‘ ;-;T AT . T
LR X : 20
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AEM 25-212

Attachment 4

1 December 1976 Ad-3

RECORD LAYOUT

Frie TaTee

SELECTION FILE

RECORD TITLE

LTAS CONTROL CARD

CLASSIFICATION

UNCLASSTFIED

RCS/PCN

SE515-416

FILE DESCRIPTION

RECORD POSITIONS TYPE/CLASS

SPECIAL INSTRUCTIONS

-
CARD-TRANSCT
TYPE-RUN
STh-DEV
SCH-0PT
MSMT-PT

! BILANK

IN-STUDY-TDH

[ BLANK
!

4

1-2

3-9

18
19-20

21-80

ZAN
7AL
ZUN
2UN
4AL
1

2ZAN

60

$C

Initial or blank
pl to 30

po, p1, p2, P3

AF fORM | 1Q0 prevIOUS EDITIONS ARE OOSOLETE.

A 70




A4-4 AFM 25-212 Attachment 4 1 December 1976
RECORD LAYQUT
FILE TITLE RECORD TITLE CLASSIFICATION
SELECTIO. FILE ANALYSIS SELECT CARD UNCLASSIFIED
SE515-416
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCTIONS
CARD- TRANSCT 1-2 2AN 91
i FUNCT- ACCT 3-6 4UN
FUNCT- ACCT - SURED 7-8 2AN
E LINE-NR 9-16 8AN
; ANAL-CD 17 1AL AB, or C
' WLF-MR 18-19 2UN
% CoM3 20-21 2UN May be blank.
CAT-.JR-1 22-23 20N May be blank.
i CAT-{R-2 24-25 26N May be blank.
| CAT-1R-3 26-27 2UN lay be blank.
CAT-R-4 28-2) 2UN May be blank.
CAT-4R-5 30-31 20N May be blank.
BASE-:I0S 32-41 10UN
EXCL 42-67 26UN
BLANK 68- 80 13

[TV WL, TR

D TP T W

Y BRSNS S Wi o 55 it AN i G L 7

FORM { PREVIOUS .
AF PR 190 Vi €DITIONS ARE OBSOLETE




AFM 25-212

Attachment 4

1 December 1976 Ad-5

RECORD LAYOUT

FILE YITLE

SELECTION FLLE

RECORD TITLE

ARRAY REQUEST CARD

CLASSIFICATION

UNCLASSIFIED

RCS/PCN

SES515-416

FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT | ONS

CARD-TRANSCT 1-2 2AN 92

FUNCT-ACCT 3-0 4UN

FUNCT - ACCT-SHRED 7-8 2AN

LINE-NR 9-10 8AN Begin in card column
9,; unused card
columns may be
blank.

ARRAY-CD 17 1AL A, B, C or D

WLF-MNR 18-19 2UN tlust be completed if
card column 17 is A
or B. Otherwise,
leave blank.

BLANK 20-80 61

ke by

AF ForM 1190 raevIous EDITIONS ARE OBSOLETE.

ae 70

o)

.

<

T

Aot

G i




S e =

T

Al-o AIM

25-212

Attachment 4 1 December 1976

RECORD LAYOUT

FILE TIHTLE

SELECTION FILE

RECORD TITLE

RAP CARD GENERATOR

CLASSIFICATION

UNCLASSIFIED

ae 70

nCS/PCN
SES515-416
FILE DESCRIPTION RECORD POSITIONS TYPE/CLASS SPECIAL INSTRUCT|ONS
CARD-TRANSCT 1-2 2AN 93
FUNCT - ACCT 3-0 JUN
FUNCT - ACCT-SHRED 7-8 2AN
WLF-NR-1 9-10 2UN
WLF-NR-2 11-12 2UN
WLF-NR-3 13-14 2UN
WLF-NR-4 15-106 2UN
WLF-NR-5 17-18 2UN
BLANK 19-29 11
REMARKS 30-80. 51AN
AF "O% ) 190 psnrevious EOITIONS ARE OBSOLETE-




AFM 25-212 Attachment 5 1 December 19760 AS5-1

WORDS ERROR CODES

A5.1 WORDS ERROR LISTS. Errors which result from processing
the WORDS may appear in one or more of the four WORDS output
error lists. The figures below contain the error message and

an explanation of the corrective action to be taken:

a. Figure A5-1 reflects error messages which may appear
on the Input Error List, PCN SE515-111-XX.

b. Figure A5-2 reflects error messages which may appear
on the Update Error List, PCN SE515-112-XX.

c¢. Figure A5-3 reflects error messages which may appear
on the Level of Activity Error List, PCN SE515-113-XX.

d. Figure A5-4 reflects error messages which may appear
on the WORDS Final Edit List, PCN SE515-610-XX.

A5.2 DISCONTINUED ERROR MESSAGES. In addition to the error
messages indicated above, the Lead Team should be aware of the
discontinued (DSED) error messages which occur when a program
is discontinued. DSED messages may occur: (1) whenever a
WORDS Final Edit List, PCN SE515-610 is processed, or, (2)
whenever processing is attempted without correcting the WORDS
Final Edit List, or, (3) whenever other processing difficul-
ties are encountered. A DSED message is printed out on the
supervisory printer (SPO) in teletype format and is primarily
directed to the computer operator to advise him of the reason
for discontinuance. However, in most instances, the Lead
Team will be involved in the corrective action and, therefore,
should be acquainted with the DSED messages reflected in
Figure AS-5.

ERROR | SUB-
CODE CODE | PRINTED MESSAGE CORRECTIVE ACTION TO BE TAKEN
100 OPTION KEY IS NOT Check card column 10 of the WORDS Con-
B, U, R, W, OR D trol Card ($C) which must contain a B,
U, R, W, or D. Card columns 15 and
20 must also contain one of these
alphas or be blank.
10T CANNOT SUBMIT ‘Remove the appropriate WORDS Control
UPDATE AND BUILD Card (SC). An update and build can-
{ TOGETHER not be submitted at the same time.

Figure A5-1. Error Messages on the Input Error List, PCN
SE515-111.

@
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A¥M 25-212

Attachment 5 1 December 1976

SUB-

CODE | PRINTED MESSAGE CORRECTIVE ACTION TO BE TAKEN
CANNOT SUBMIT Remove the appropriate WORDS Control
UPDATE AND BUILD Card ($C). A build and update cannot
TOGETHER be submitted at the same time.

OPTION KEY IS NOT Check the WORDS Control Card {3C).
B, U, R, W, OR D Something other than B, U, R, D, or
W is in card columns 10, 15, or 20.
WORDS CONTROL CARD Prepare a WORDS Control Card (3$C) and
MUST BE IN FRONT resubmit request. Insure that the $C
OF DECK card is in front of the submission
deck.

01 PAS NUMBER IS Correct card columns 4-7 of the Loca-

MISSING tion Card (C). The PAS is missing on
a build action.
02 OPERATING COMMAND Correct card columns 8-10 of the "C"
IS MISSING card. The Operating Command is miss-
! ing.
03 INSTALLATION LOCA- Correct card columns 11-27 of the "C"
! TION IS MISSING card. The Installation Location Name
is missing.

07 PAS NUMBER IS Correct card columns 4-7 of the "C"

! MISSING card. The PAS is missing on an update

[ action.

i 01 FUNCTIONAL Complete the Functional Account in

f ACCOUNT card columns 4-7 of the Functional

t INCOMPLETE Account Card (F@). This error will
appear on a build action only.

02 FUNCTTONAL Complete the Functional Account abbre-
ACCOUNT ABBREV viation in card columns 11-28 of the
INCOMPLETE FP card.

' 03 FUNCTIONAL Complete the Functional Account Shred
; ACCOUNT SHRED abbreviation in card columns 29-46 of
i ABBREV INCOMPLETE the FP card.

- 04 FUNCTIONAL Complete the Functional Account in

: ACCOUNT card columns 4-6 of the F@ card. This
| INCOMPLETE error will appear on an update action.

05 CARD COLUMN 2 Check card column 2 of the F@ or F1
SHOULD BE @ OR 1 card to insure that it is either @ or

1.
106 FUNCTTONAL Complete the Functional Account in
; ACCOUNT card columns 4 to 9 of the F1 card.
K 1 INCOMPLETE
Figure A5-1. Error Messages on the Input Error List, PCN
SE515-111. (Continued)
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AFM 25-212 Attachment 5§ 1 becember 1976 A5-3
RRORY SUB-
CODE CODE| PRINTED MESSAGE CORRECTIVE ACTION TO BE TAKEN
113 07 WORKLOAD FACTOR Check card columns 10-11, 12-13
NUMBERS MUST BE through 28-29 of the F1 card to insure
NUMERIC. that they are numeric.
115 0T FIRST THREE “Check card columns 16-18 of the Mas-
POSITIONS OF FAC ter Control Card (M) card. The
MUST BE NUMERIC Functional Account is not numeric in
the first three positions.
115 03 DIRECT-INDIRECT Enter D or T in card column 22 of the
WORK CATEGORY "M" card. The direct or indirect
IS MISSING Work Cateyory is missing.
115 04 FAC AND WORK Check card columns 16-22 of the "M"™
CATEGORY ARE card. The Functional Account and
BOTH MISSING Work Category are both missing from
the "M” card.
115 05 WORK CATEGORY Check card column 22, Work Category,
MUST BE D OR I of the M card. Something other than
D or I was indicated.
116 0l WORKLOAD FACTOR Check card columns 16-17 of the Work-
NUMBER MUST BE load Factor Title Card (W1) card. The
NUMERIC Workload Factor Number is not numeric.
116 03 SERIAL NUMBER Check card columns 4-9 of the W1 card.
IS NOT NUMERIC The Update Serial Number is not
numeric or blank.
116 04 SERIAL NUMBER Check card columns 4-9 of the W1 card.
IS BLANK AND The Serial Number is blank and the
NOT FOLLOWING card did not follow an add action.
AN ADD
116 05 WORK Check card columns 10-T1 of the W
SEQUENCE IN ERROR| card. The Work Sequence contains an
alpha or is blank or an update.
117 TINVALTD CARD “Check card columns T or 2 of the 1
IDENTITY card in error. :
118 01 CC T ARD 2 MUST Check card columns T and 2 of the o
BE 91, @2, 93, Activity Title Card which must contain
P4, OR @5 01, 02, 03, 04, or 05. B
118 02 ACTIVITY LEVEL Check card columns 20-49 of the Activ- |
TITLE IS MISSING ity Level Title Card. The title is
missing. '
118 03 SERIAL NUMBER Check card columns 4-9 of the Activ-
MUST BE NUMERIC ity Level Title Card. The update
OR BLANK Serial Number must be numeric or blank.
118 04 SERIAL NUMBER IS Check card columns 4-9 of the Activ-
BLANK AND NOT ity Level Title Card. The Serial
FOLLOWING AN ADD Number is blank and the card does
not follow an add action.
Figure AS5-1. Error Messages on the Input Error List, PCN
' SE515-111. (Continued)
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AS-4 AFM 25-212 Attachment 5 1 December 1976
ERRORT SUB-
CODE CODE| PRINTED MESSAGE CORRECTIVE ACTION TO BE TAKEN
118 08 WORKLOAD FACTOR "Check card columns 10-11 of the
NUMBER IS NOT Activity Level Title Card. The Work-
NUMERIC Toad Factor Number must be numeric.
118 06 WORK CATEGORY IS Check card column 19 of the Activity
NOTDOR I Level Title Card. The Work Category
is not D or I.
119 01 SERTAL NUMBER Check card columns 4-9 of the Study
IS NOT NUMERIC Initiator or Terminator Card in error.
The Serial Number is not numeric.
119 02 "CARD COLUMN 3 Check card column 3 of the Study
MUST BE AOR D Initiator or Terminator Card in error.
File Maintenance is not A or D. ]
120 01 START SERIAL Check card columns 4-9 of the WORDS |
NUMBER INCORRECT Special Delete Card (Z). The Start
Serial Number is blank or contains
dan alpha.
120 02 STOP SERIAL Check card columns 10-15 of the Z card.
NUMBER INCORRECT The Stop Serial Number is blank or
contains an dalpha.
121 CARD COLUMN 3 Check card column 3 of the card in
ACTION IS error. The Action File Maintenance
INCORRECT is incorrect.
123 01 FUNCTIONAL Check card columns 10-15 of the WORDS
ACCOUNT 1IN Parameter Card ($I). The Functional
ERROR Account is in error.
123 02 AVAILABLE TIME Check card columns 17-19 of the $I
| IN CC 17-19 card. The Available Time contains
; CONTAINS AN an alpha.
j ALPHA
123 03 P&R ALLOW FACTOR Check card columns 21-24 of the $1
{ INCORRECT card. The Personal and Rest Allowance
| Factor must be blank, more than 1,000,
: or less than 1,500.
123 04 ACCURACY MUST Check card column 26 of the $I card.
‘ BE BLANK OR Accuracy must be blank or 1 through 9.
] THRU 9
123 05 FREQ) PERF MUST Check card coTumn 28 of the 31 card.
BE BLANK OR Frequency of Performance must be
| 1 THRU 5 blank or 1 through 5.
Figure A5-1. Error Messages on the Input Error List, PCN

SE515-111.

(Continued)
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AFM 25-212 (C1) Attachment 5 13 September 1977 A5-5
ERROR | SUB-
CODE | CODE jPRINTED MESSAGE CORRECTIVE ACTION TO BE TAKEN
123 06 MR SAMPLING DAYS | Check CC 31 & 32 of the $I card. The
MUST BE BLANK OR | Number of Sampling Days must be blank
NUMERIC or numeric.
128 [OA"FREQ MUST BE [ Check CC TT-15 of the Operational Audit
BLANK OR NUMERIC | Parameter Card (42). OA Frequency must
be blank or numeric.
124 02 ACTV FREQ MUST Check CC 17 of the 42 card. The Fre-
BE 1, 2, 3, 4, 5, | quency of Performance must be 1, 2, 3,
W, M, Q,orY |4,5, W, M Q,orY.
124 703 MHRS ALWD PER Check CC 20-25 of the 42 card. The Man-
) ACCMPL MUST BE hours allowed per Accomplishment must
| BLANK OR NUM be blank or numeric.
124 (04 0OA PARAMETER Submit the 42 cards in an update action,
i CARD NOT ALLOWED | insuring that QA Study Initiators &
L ON BUILD Terminators are also established.
125 rﬁ '™ CARD NOT Remove M cards from the build
' 'ALLOWED ON A submission.
: ,BUILD
203 NEED A WORDS Prepare a WORDS Control Card & place in
! CONTROL CARD front of the card transactions. The
card deck contains transactions but no
. WORDS Control Card.
Figure A5-1. Error Messages on the Input Error List, PCN SE515-111.
ERROR
CODE | PRINTED MESSAGE CONDITION
124 0A STUDY INITIATORS/ | OA Study Initiators & Terminators (40, 47,
TERM REQUIRED 48, & 49 Transactions) must be submitted
prior to or together with the 42 cards.
131 THIS SERTAL NUMBER The Serial Nr that was entered in the Acti-
IS NOT ON RECORD vity Level Title Card could not be found in
the file. No action was taken against the
transaction.
Figure A5-2. Error Messages in the Update Error List, PCN SE515-112.
ERROR
CODE | PRINTED MESSAGE CONDITION
210 FLOW OF CATEGORIES [The flow of categories is not in order.

IS NOT IN ORDER Examples: A category level was established
between a task & subtask; or an element was
established directly under a category.

222 ERTAL NUMBER he Serial Number exceeds 993000.
LIMIT EXCEEDED
225 | WORK SEQUENCE More than one W1 card was submitted for a

REQUIRED Workload Factor Number & the Work Sequence
Numbers were incorrectly assigned. The
system will read the blank first & assign
an 01 in a build action.

Figure A5-3. Error Messages in the Level of Activity Error List, PCN

SE515-113.
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A5-0 AFM 25-212 (C1) Attachment 5 13 September 1977
IMESSAGE ACTION TO BE TAKEN

DUPLICATE WORKLOAD
FACTOR NUMBER

Assign a different number or delete one of

the duplicate workload factors in the Func-
tional Account Workload Cards and Workload

Factor Title Card.

ERROR - TMPOSSIBLE TO
MEASURE THIS TASK

Prepare Study Initiators and Terminator Cards
in the categories which do not have study
initiators or terminators or delete the cate-
gories/subelements from the file. This mes-
sage will appear for all categories/sub-
elements which do not have study initiators
and terminators.

FAC ERROR ON CARD COPY

Check the Functional Account in the Address
Extract Card with that in the Functional
Account Card.

FUNCTIONAL ACCT CODE
XXXXXX HAS CONTROL RECORD
BUT NO MATCHING F RECORD

Prepare a Functional Account Card (F@) for
each corresponding WORDS Parameter Card ($I).

FUNCTIONAL ACCT CODE
XXXXXX HAS F RECORD BUT
NO MATCHING CONTROL RECORD

Prepare a WORDS Parameter Card ($I) for each
Functional Account established in the Func-
tional Account Card (F@).

INVALID ASSOCIATED WORK-
LOAD FACTOR

Prepare a WorkToad Factor Title Card (WI) to
describe the Workload Factor reported in card
columns 10 and 11 of the Activity Level Title
Card, or correct the Workload Factor Number
in the appropriate Activity Level Title Card.

INVALID CAT/TASK NR SEQ
IN AQQ15A

Review the Standard Task & Workload Descrip-

tion Register to determine the correct place-

ment of the categories. Correct the appro-
~_priate Activity Level Title Cards.

MISSING WLF

Insure that each of the Workload Factor Num-
bers in the Functional Account/Workload Card
(F1) has a corresponding Workload Factor
Title Card (W1).

INPUT KEY INVALID

Check the Input Key in card columns 1 and 2
of the MET Identity Card. They must be
numeric and greater than #.

NO CONTROL RECORDS

Prepare a WORDS Parameter Card ($I) for each
Functional Account in the study.

NO MATCH FOR ASSOCIATED
WLF

]

Insure that there is a Workload Factor Title
Card and a Functional Account/Workload Card
established for the Workload Factor Number
shown in card columns 10 and 11 of the
Activity Level Title Card.

Figure A5-4.

Error Messages on the WORDS Final Edit List,

PCN SE515-610.
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AFM 25-212(C1)

Attachment 5

13 September 1977 AS5-7

ESSAGE

ACTION TO BE TAKEN

OPS AUDIT INDICATED
BUT NOT STARTED

Prepare Study Initiator and Terminator Cards
with Card Transactions 41 and 48 or delete
Card Transactions 40 and 49, if operational
audit technique is not to be used.

!PAS ERROR ON CD-COPY

Check the PAS number in the Address Extract
Card (X) with that in the Location Card (C).
They must be compatible.

THIS RECORD IGNORED -
TOO MANY CONTROL RECORDS

Check the WORDS Parameter Cards. More than
50 WORDS Parameter Cards ($I) submitted.

TOO MANY BASES

Reduce the number of input bases to 40.
System does not permit more than 40 bases
to be measured.

TOO MANY FUNCT ACCT
CODES

Change the Activity Level Title Cards, Func-

tional Account Cards, and Functional Account/
Workload Cards. Files have been established

for more than 50 Functional Accounts

TOO MANY FUNCTIONS

Reduce the number of Functional Accounts.
More than 50 Functional Accounts are
described in the Functional Account Cards

(FP).

TIME STUDY INDICATED
BUT NOT STARTED

Prepare Study Initiator and Terminator Cards
with card transactions 31 and 38 or delete
card transactions 30 and 39 if time study
technique is not to be used.

WKLD FACTOR MISSING

Establish at least one Workload
Factor Title Card (W1) in the Study.

Figure A5-4. Error Messages on the WORDS Final Edit List,
PCN SE515-610.
MESSAGE ACTION TO BE TAKEN

DSED BAD INPUT TAPE

Check In-Study Identifiers to insure that the
Correct tape was used. If the correct tape
was used, the errors on the WORDS Final Edit
List, PCN SE515-610, must be corrected and
submitted as an update action.

DSED ERRORS ON AQQT5A

Correct the errors appearing on the WORDS

Final Edit List, PCN SE515-610, and submit
the corrections as an update action. This
message appears as a result of a tape edit.

DSED ERRORS ON AQQ51D

Contact the Field Assistance Branch, AUTOVON
921-4021, Gunter AFS. This message will
occur only when the MET Identity File con-
tains no records after being copied to disk
after the initial edit.

Figure AS5-5,

Discontinued (DSED) Error Messages.
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AS5-8 AFM 25-212(C1) Attachment 5 13 September 1977

MESSAGE

ACTION TO BE TAKEN

DSED INVALID KEY READ
DSED INVALID KEY WRITE

Contact the Data Processing Installation
System Monitor for assistance in preparing
a Difficulty Report (DIREP). A copy of
the contents of the Description File
(AQQ15A) should be attached to the DIREP.

DSED NO VALID
TRANSACTIONS

Correct errors in the WORDS Final Edit
List, PCN SE515-610, and submit corrections
in a WORDS update action. This message
will occur when all of the Address Extract
Cards and MET Identity Cards are in error.

DSED TOO MANY FAC

Delete *he number of Functional Account
Codes so that only 50 are on record for a
study. Submit deietions as WORDS update
action.

DSED UCC ERROR

Correct the WORDS Final Edit List, PCN
SE515-610, and submit corrections as a
WORDS update action. This message will
occur when one or more of the Address
Extract Cards or MET Identity Cards are
in error.

Figure A5-5. Discontinued (DSED) Error Messages.
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AFM 25-212(C2) Attachment 6 1 May 1978 A6-1

DACS ERROR CODES

A§.1 DACS ERROR LISTS. Errors which result from processing the DACS
will appear in one of the two error outputc as follows:

' a. The Transaction Update Error List, PCN SE515-210-XX, which will
identify errors which do not correspond to data already on record.
Figure A6-1 reflects the error codes which may appear in the listing,
together with an explanation of the error condition.

b. The Data/Detail Error List, PCN SE515-212-XX, will identify the
errors detected to the card input prior tc matching it to the measure-
ment file. Figure A6-2 reflects the error codes which may appear in the
listing together with an explanation of the error conditions.

76.2 DISCONTINUED FRROR MESSAGES. A DSED message is printed out on the
supervisory printer (SP0) and is primarily directed to the computer opera-
tor. The Input Team may become involved in corrective action and there-
fore should become acquainted with the messages in Figure A6-3.

i ERROR
CODE | PRINTED MESSAGE EXPLANATION
001 NO MATCH FOR SERIAL | There is no matching serial number in file

NR for the work sample 23 card transaction.

002 DUPLICATE ACTIONS Duplicate delete, ignore, or reinstate
FOR SAME DAY AND FA(] actions were submitted for the same day and
functional account in the 23 card.

003 MORE THAN 30 DAYS More than 30 work sampling days are being

BEING IGNORED OR ignored or reinstated in the same run.
] REINSTATED
004 | NO ACTION-DAY No action was taken against the work sampling
ALREADY BEING ignore or reinstate transaction because the
IGNORED day is already being ignored.

005 NO ACTION-DAY TS No action was taken against the work sampling
NOT BEING IGNORED reinstate action because the day was not
being ignored.

006+ 10RE THAN 30 DAYS More than 30 days of work sampTling was sub-
©'S SUBMITTED FOR mitted in one pass.

oL OME _PASS
NGy DUPLICATE More than one work sample transaction was
TRANSACTION entered for the same day and serial number;

or more than one operational audit transac-
tion was put in for the same serial number;
or more than one workload transaction was

i entered with the same date for the same work-
____Joad factor,

‘ “erar todes on the Transaction Update Error List, PCN
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A6-2 AFM 25-212(C2) Attachment 6 1 May 1978
[ ERROR ‘
CODE [ PRINTED MESSAGE EXPLANATION
008 NO MATCH FOR There is no matching serial number in file 'l
SERIAL NR for the work sample 21 transaction. L
010 CANNOT CHANGE-WAS Work sampling changes are not allowed !
PREVIOUSLY TOLD TO | because a previous transaction was submitted
IGNORE DAY to _ignore this day.
0Tl OLD AND NEW VALUES [ The old and new values for the work sampling
ARE THE SAME change are identical.
012 DAY RECORD IS The day record for the 21 add transaction is
ALREADY ON FILE already on file.
013 94 WS DAYS ON FILE- | There are more than 94 days of work sampling
NO FURTHER EDITS data on file. Processing will continue with-
out positive edits.
014 NO MATCHING SERTAL | There is no matching serial number in file
NR for the 22 add transaction.
{ 015 OLD AND NEW VALUES ' The old and new values for the 22 change
[ ARE THE SAME . transaction are identical.
| 0T6 NO MATCHING SERIAL | There is no matching serial number for the
: NUMBER 24 or 25 transaction.
020 NO DAY RECORD FOR ' There is no day of year record for the 24 or
THIS CHANGE | 25 change transaction.
024 DAY RECORD ALREADY | There is already a day of year record on file
ESTABLISHED ~for the day of year submitted in the 24 or 25
. add transaction. Twenty-four or 25 should be
. submitted as a change.
025 OLD AND NEW LEVEL- | The old Teveling factor is the same as the
ING FACTORS ARE new leveling factor submitted in the 24
THE SAME ' change transaction.
026 | OLD AND NEW HOURS | The old assigned manhours, borrowed hours,
ARE THE SAME " sampled overtime hours, and loaned hours are
! the same as the new hours submitted in the
| 25 change transaction. .
027 THERE IS NO SERIAL '+ There is no serial number established for the

i NUMBER FOR THIS
ADDITIVE

work sample additive submitted in the 27
' change transaction.

028 NO MATCHING RECORD

IN FILE

“There i1s no matching record in file. This
may be an indication that the proper study
initiators were not established in WORDS.

029 NO MATCHING

- SERTAL NUMBER

There is no matching serial nember in the
file for the Shift Profile Card (26) or the
day of year does not match.

|

037 " SHIFT PROFILE DATA | There 7 shift profile data already on file
ALREADY ON FILE for the day of year in the 26 transaction.
FOR THIS DAY o

Figure A6-1. Error Codes on the Transaction Update Error List, PCN

SE515-210.
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AFM 25-212 Attachment 6 1 December 1976 A6-3

ERROR

CODE PRINTED MESSAGE EXPLANATION

035 NO MATCHING MASTER [ There s no master workload record on file
WORKLOAD RECORD ON jto match the W4 & W5 workload transaction.
FILE

036 ADD RECORD IS There is an add record already on file for

3 ALREADY ON FILE the W4 & W5 workload transactions.

037 CANNOT CHANGE OR There is no matching workload factor data

DELETE-NO WORKLOAD |to change or delete.
! FACTOR DATA

038 NO MATCHING SERTAL [There is no matching serial number ar work
NR OR WK SEQ NR center sequence on file for the 52 opera-

tional audit transaction.

039 NO MATCHING SERIAL [There is no matching serial number or work
NR OR WK SEQ NR center sequence on file for the 42 opera-

tional audit transaction.

040 OA TRANSACTION IS There is an operational audit 42 transaction
ALREADY ON FILE already on file for this serial number.

041 NO MATCHING SERTAL |There is no matching serial number or work

L NR OR WK SEQ NR center sequence on record for the 50 & 51
delete or change transactions.

042 STANDARD TYPE IS The standard type in the 50 & 51 transactions
IN ERRGR is in error. If this is a single-point study

F, V, or P may be in CC 39. 1If this is a
multiple-point study, CC 39 should be blank.

043 FUNCTIONAL ACCOUNT/ |The functional account/shred does not match
SHRED DOES NOT that in the file or the serial number & func-
MATCH tional account/shred are not compatible.

This is applicable to all card transactions
except $C, $I, W4, & W5.

044 INVALID CATEGORY CC 44 %3 45 must contain a Tine number already
NUMBER FOR QA established in the measurement file.
ADDITIVE

300 NO MATCHING SERTAL [There is no matching serial number for the
NR time study 32 and 33 transactions.

30T WORK CENTER SEQUENCE]The work center sequence does not match the
DOES NOT MATCH time study 32 & 33 transactions. Check

card columns 21 and 22.

370 NO MATCHING SERTAL |There is no matching serial number for the

NUMBER time study 37 & 38 transactions.
VA| K S§ NR DOES NOT The work center sequence does not match the
MATCH time study 37 & 38 transactions. Check
card columps 21 and 22.
2 AN ADD RECORD TS ere is an add already on file for the time
ALREADY ON FILE study 37 & 38 transactions.

390 AN ADD ReCORD TS There is an add already on file for the time
ALREADY ON FILE study 32 & 33 transactions.

' Figure A6-1. Error Codes on the Transaction Update Error List, PCN
SE515-210. (Continued)
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AE-4 AFM 25-212 Attachment 6 1 Hecenber 1576
FRRORT - — T T T -
CODE | PRINTED MESSAGE EXPLANATION ]
#4177 | CONTACT FAB, GUNTFR| File processing i1s incomplete. Contact fhe
AFS, AUTOVON Field Assistance Branch, AUTQOVON 921-4021,
B 921-4021 Gunter AFS. e
**e CONTACT FAB, GUNTER| File processing is incomplete. Contact the
AFS, AUTOVON Field Assistance Branch, AUTOVON 921-4021,
| 1 921-4021 | Gunter AFS.
Fiqure A6-1. Error Codes on the Transaction Update Ervor List, PCN
SE515-210.  (Continued)
| ERROR T~ ) - - ]
CODE ! PRINTED MESSAGE ‘ EXPLANATION ]
310 SERTAL NUMBER MUST  The serial number is not numeric. Check card
____ BE NUMERIC columns 15-20 of the card in error, -
011 | FIRST THREE P(C3I- The first three characters of the functional
© TIONS OF FAC MUST | acccunt are not numeric. Check card columns
' BE NUMERIC 10, 11, and 12 of $C and $I cards or card
o . column 9, 10, and 11 of other card types.
02¢ CARD TRANSACTION The card transaction code is invalid. Check
CODE IS INVALID card columns 1 and 2 of $C and %! cards or
N card columns 5 and 6 of other card types.
| 025 THERE TS NO MATCH- — There is no matching functional account shred]
ING FAC/SHRED IN in the control file. Check the functional
FILE account in card columns 10 to 15 of the SI
and SC cards with those in the Standard Task
and Workload Description Register, PCN
N SE515-121. e
8570 ACTION CODE SHOULD ~ The action code should be A, T, or 0. Check
___BEA,CORD - card column 7. R ﬁ_
0T ACTION CODE SHOULD - The action code should be D, £, or G. Check
___BED,E ORG card colunn 7. . ]
37 ACTION CODE SHOULD ~ Tne action code should be C.  Check card col-
Bt C umn 7.
m3 ACTION CODE SHOULD ~ The action code should be A, C, £, or G. |
~__ BEA,C,EORG -~ Check card column 7. o
54 ACTION CODE SHOULD ~ The action code should be A or C. Check
_ _BEADORC _card column 7. o B
nan JATA VALUE IS ZERO  The data values dre zero. Check card columns
OR NOT ZERO FILLFD 26-29 of the 21 card transaction. This error
| code will also appear when there is an over-
G flow of data exceeding 9999.
; 060 OPTTONS MUST BE WS, The options in the $C card are something
}
{

figure AH-2.

OA, TS, WL, SP, ALL

_OR FINAL

other than WS, OA, TS, WL, SP, All, or Final.

{Continued)

trror Codes on the Data/Detail Error List, PCN SE515-212.
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AFM 25-212 Attachment 6 1 December 1976 A6-5
"ERROR
| CODE PRINTED MESSAGE EXPLANATION
053 OPTION KEY MUST BE [ The option key in card column 29 of the $C
i W, S ORT card should be W, S, or T.
' 054 OPTIONS MUST BE The options in the $C card are all blank.
WS, OA, TS, WL, SP, | At least one of the following should appear:
i ALL OR FINAL WS, OA, TS, WL, SP, All, or Final.
055 CARD COLUMN 2 MUST [Card column 2 of the $C or %I card is not a
; BE C OR 1 C or an I.
~ 056 PER ALLOWANCE MUST | The personal and rest allowance factor in the
: BE NUMERIC OR BLANK | $1 card is not numeric or blank. Check card
. columns 21 to 24,
057 AVATLABLE TIME The available time in the $T card is not
j MUST BE NUMERIC OR | numeric or blank. Check card columns 17-19.
i BLANK
{OSQ ACCURACY MUST BE The accuracy in the 31 card is not numeric
i NUMERIC OR BLANK or blank. Check card column 26.
; 061 THIS DUPLICATE $I More than one DACS Parameter Card for a func-
i STUDY CARD IGNORED | tional account was submitted. The first one
| that entered the system was processed. The
§ one appearing on this error list did not
! process.
{062 FREQ OF PERF MUST The frequency of performance on the $I card
[ BL BLANK OR 1, 2, is not 1, 2, 3, 4, 5, or blank. Check card
j 3, 4 0R 5 column 28.
| 063 NR SAMPLE DAYS MUST | The number of sampling days in the 31 card 1is
! BE BLANK OR GREATER | not greater than zero or blank. Check card
i THAN P columns 31 and 32.
. 064 STANDARD TYPE MUST | The standard type is not F, V, or P for sin-
| BE BLANK OR F, V OR | gle-point standard or blank for multiple-
{ P point standard. Check card column 39 of the
\ 50 and 51 card types.
- 065 THERE IS NO CHANGE | There is no change to make. The non-sampled
TO MAKE overtime and allowance factor code in the 22
change card are both blank. Check card col-
umns 23-30; or the operational audit fre-
quency, activity frequency, and manhours
allowed per accomplishment in the 42 change
card are blank. Check card columns 25-30
: i and 33-38.
066 | THERE IS NOTHING There is nothing to add. The non-sampled
‘ ' T0 ADD overtime and allbwance factor code in the
22 add card are both blank. Check card
! columns 23-30.
Figure A6-2. Error Codes on the Data/Detail Error List, PCN SE515-212.

(Continued)
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A6-6 AFM 25-212 Attachment 6 1 December 1976
ERRORT
CODE  PRINTED MESSAGE EXPLANATION
200 JULTAN DATE 1S The Julian date s not 001 to 366, or for the
NOT 001 TO 366 Shift Profile Card (26), 401 to 499 (see
error code 264). Check card columns 23-25 of;
card in error. !
222 NON-SAMPLED OVER- The non-sampTled overtime in the 22 card is |
TIME MUST BE not numeric. Check card columns 23-29. :
NUMERIC !
241 LEVELING FACTOR The leveling factor is not numeric. Check
- MUST BE NUMERIC card columns 26-70 of the 24 card. |
250 HOURS CANNOT ALL BE [ The assigned manhours, borrowed hours, sam- .
BLANK OR ZERO pled overtime hours, and loaned hours are ;
' all zerc or blank in the 25 card. Check card;
columns 26-49.
251 { ASGD MHRS MUST BE The assigned manhours in the 25 card are not
1 BLANK OR NUMERIC “blank or numeric. Check CC 26-31.
252 | BORROWED HRS MUST | The borrowed hours in the 25 card are not
BE BLANK OR NUMERIC ! blank or numeric. Check card columns 32-37.
253 SAMPLED OT HRS MUST | The sampled overtime hours in the 25 card are
BE BLANK OR NUMERIC - not blank or numeric. Check CC 38-43. |
254 LOANED HRS MUST BE . The Toaned hours in the 25 card are not blank|
BLANK OR NUMERIC ! or numeric. Check card columns 44-49,
262 LOCAL TIME MUST BE . The local time is not numeric or is greater
NUMERIC , than 2400 in the 26 card. Check CC 26-29.
263 EACH FTELD IN CC 30- The shift profile transferable, shift profile
46 MUST BE BLANK OR - non-transferable, or sampled manhours non-
NUMERIC ; productive are not blank or numeric in the 26
. card. Check card columns 30-46.
264 REMINDER-JANUARY i During the month of December, this error code
DAY OF YEAR MUST ’wi]] appear in the error list as a reminder
BE 4XX [ to code the January day of year in the 26
| card as 4xx (401, 402, etc.) if the shift
profile data collection is to continue on
into January.
265 CC 47-52 MUST BE The Shift-Prafile Manhours in card columns
NUMERIC 47-52 of the 26 card must be numeric.
331 PACE RATING FACTOR [ The pace rating factor in the Time Study
MUST BE NUMERIC History Update Card is not numeric. Check
card columns 26-65 of the 33 card.
371 FORETGN ELEMENT MUST[ The time study foreign element symbol is not
BE BLANK OR ALPHA blank or alphabetic. Check card column 23
o of the 37 transaction,
2 3/2 FOREIGN ELEMENT DU- | The foreign element duration is not numeric.
' RATION MUST BE Check card columns 24-28 of the 37 card.
NUMERIC
Figure A6-2, Error Codes on the Data/Detail Error List, PCN SE515-212.
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AFM 25-212(c2) Attachment 6 1 May 1978 A6-7
ERROR
CODE | PRINTED MESSAGE EXPLANATION
381 TIME STUDY FRE- The time study frequency is not numeric.
QUENCY MUST BE Check card columns 24-28 of the 38 card.
NUMERIC
421 PERSONNEL NUMBER The personnel number in the 42, 50, and 51
MUST BE NUMERIC cards is not numeric or is zero filled. Check
card columns 23 and 24,
422 0A FREQUENCY MUST The operational audit frequency is not
BE NUMERIC numeric. Check CC 25-29 of the 42, 50, and
51 cards.
423 ACTY FREQ MUST BE The activity frequency in the 42 and 52
1, 2, 3, 4, 5, W, cards is not one of the following: 1, 2, 3,
M, Q, YORT 4, 5, W, M, Q, Y, or T. Check CC 30.
424 0A KEY MUST BE The operational audit key is not C or bTank.
BLANK OR C Check card column 32 of the card in error.
425 MHRS PER ACCOMPL The manhours allowed per accomplishment is
MUST BE NUMERIC not numeric. Check card columns 33-38 of the
operational audit card in error.
503 ACTY FREQ MUST BE The activity frequency in the 50 and 51 cards
1, 2, 3, 4, 5, W, isnot 1, 2, 3, 4, 5, W, M, Q, or Y. Check
M, QOR Y card column 30.
521 NORMAL WK HRS MUST | The normal work nhours in the 52 card are not
BE NUMERIC & 0001 numeric or are greater than 2400. Check card
THRU 2400 coiumns 32-39.
: 601 WKLD VALUE MUST BE | The workload value in the W4 or W5 card is
NUMERIC OR UNKNOWN | not numeric or unknown. Check CC 29-38.
602 WKLD FACTOR NR MUST| The workload factor number in the W& or W5
BE NUMERIC card is not numeric. Check card columns 13
and 14.
503 EFF DATE OF WKLD The effective date of workload count in the
COUNT IS IN ERROR WA or W5 card is not numeric; or the month
is not 1 to 12; or the day is not 01 to 31,
or 901 to 366. Check card columns 17-22. |
605 WKLD AVG DAYS MUST | The workload average days in the W4 card is
BE ALLOWABLE VALUE | not an allowable value; i.e., 20:99, 23:17,
25:34, 28:26, 30:44. Check card columns 39-
42.
607 INVALID LINE NR The Line Number in CC 44-51 of the 50 and
21 cards is invalid.
608 OA PRINT OPTION Card Column 30 of the DACS Control Card must
MUST BE E OR BLANK | either be blank or contain an E,
t Figure A6-2. Error Codes on the Data/Detail Error List, PCN SE515-212.
(Continued)
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AFM 25-212(C2)

Attachment 6

PROGRAM NQQ210
MESSAGES

ACTIONS TO BE TAKEN

1 May 1978

DSED NO RECORDS
IN CONTROL FILE

Check with your Data Processing Installation to in-
sure that the correct tape number was used. This mes-
sage appears when the input AQOD** tape has no records.

DSED UCC ERROR

Insure that the DACS Control Card has a $C in card
columns 1 and 2, and that the card is the first in the
deck.

| PROGRAM N00290
MESSAGES

ACTIONS TO BE TAKEN

S

DSED FILE ERROR

Theck with your Data Processing Installation Sy ems
Monitor. This message anpears when the AQQ21A « <k
has no records,

PROGRAM N0DN330
WORK SAMPLING
REPORT PROCESSOR

ACTIONS TO BE TAKEN

DSED CONTROL

Check with your Data Processing Installation Systems

ANCE SER NR
EXCEEDED

FILE EMPTY Monitor. This message appears when the AQQ21A disk
- has no records.
DSED MAX ALLOW- Work Sample Additive Cards and Operational Audit i

Additive Cards may not be submitted because the serial
number limitation has been exceeded. This message
will appear when the new serial number addition is

greater than 995999,

NQQ350 SHIFT
PROFILE REPORT
PROCESSOR

ACTIONS TO BE TAKEN

DSED AQQO21A
CONTROL FILE

Contact your Data Processing Installation Monitor.
This message appears when the AQQ12A disk has no

*

EMPTY _ records.
DSED AQQ20F Contact your Data Processing Installation Monitor.
EMPTY This message anpears when the AQQ20F disk has no
. | records. ]
Figure A6-3. DACS Discontinued (DSED) Error Messages.




AFM 25-212 Attachment 7 1 December 1976 A7-1

LTAS ERROR CODES

A7.1 LTAS ERROR LIST. Errors which result from processing the LTAS will
appear in the Part A, Transaction Register, of PCN SE515-407-XX.
A7-1 reflects the error codes and their explanation.

A7.2 DISCONTINUED ERROR MESSAGES. The Lead Team should also be aware
of the discontinued (DSED) error messages which occur when a program is
discontinued. A DSED message is printed nut on the supervisory printer
(SPO) in teletype format and is primarily directed to the computer
operator to advise him of the reason for discontinuance. However, in
most instances, the Lead Team will be involved in the corrective action
and, therefore, should be acquainted with the DSED messages reflected
in Figure A7-2.

ERROR

CODE | PRINTED MESSAGE EXPLANATION

001 CARD TRANSACTION IS The card transaction is invalid. Check
INVALID card columns 1 and 2.

002 TYPE RUN MUST BE BLANK The typve run is not blank or does not
OR INITIAL contain the word initial. Check card

columns 3 through 9 of the $C card.

003 FIRST 3 POSITIONS O, The first 3 characters of the functional

FAC MUST BE NUMERIC account are not numeric. Check CC 3-8

of the 91, 92, or 93 card.

004 LINE NUMBER IS The Tine number must contain an XX or

INCORRECT a category line number. Check card
columns 9-16.
005 WORKLOAD FACTOR MUST The workload factor in the 91 or 92 card
BE NUMERIC OR BLANK is not numeric or blank. Check card

columns 18 and 19.

006 NO MATCHING LINE NR There is either no matching line number in

the file or the same line and/or one
paragraph level lower was requested in
the same submission. Check CC 9-16.

007 COMBINATION MUST BE The combination in the 91 card is not
02, 03, 04, 05 02, 03, 04, or 05. Check card columns
20 and 21.
008 CATEGORY NUMBERS ARE The category numbers to be combined are
INCORRECT in error. Check CC 22-31 of the 91 card.

009 BASE NUMBER IS The base number in the 91 card is
INVALID invalid. Check card cnlumns 32-41.

010 EXCLUSTONS ARE TNVALID The exclusions in the 91 card are
invalid. Check card cclumns 42-67.

Figure A7-1. Error Messages in Part A, Transaction Register, of PCN
SE515-407.




om WKLD FACTORS MUST
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ERROR
CODE | PRINTED MESSAGE EXPLANATION

BE NUMERIC

The workload factors in the 93 card are not
numeric. Check card columns 9-18.

012 THERE ARE DUPLICATE
WKLD FACTOR NUMBERS

The workToad factor entries in the 93 card
contain duplicate workload factor numbers.
Check card columns 9-18.

037 WKLD FACTOR MUST BE

NUMERIC

The workload factor number in the 92 card is
not numeric or blank. Check CC 18 and 19.

The following codes are warnings that default values have been assumed.

021 NOTE THAT STANDARD
DEVIATION IS 2.0

This message will appear when no standard
deviation was indicated in card columns 10
and 11 of the $C card. The system assumes
the standard deviation to be 2.0.

i
I
|
!

022 NOTE THAT SEARCH
OPTION IS SET TO 9

The system assumes search option @ when there
is no entry in card columns 12 and 13 of the
$C card.

023 NOTE THAT MSMT POIN

IS SET TO UNIT

The system will print unit nomenclature when
card columns 14-17 of the $C card are left
blank.

024 NOTE THAT ANALYSIS
CODE IS SET TO A

The system assumes analysis code A when card
column 17 of the 91 card is blank.

025 NOTE THAT ARRAY CODEl The system will assume array code D when card

IS SET T0 D

column 17 of the 92 card is left blank.

026 NOTE THAT BASE NR

IS SET TO ALL

The system will provide high and Tow control
i points for all bases when card columns 32-41
.of the 91 card are left blank.

027 NOTE THAT WKLD
FACTOR IS SET TO

"No workToad averages will be indicated in the
' Analysis Summary Cards since card columns 9-

BLANK ' 18 of the 93 card were left blank.
Figure A7-1. Error Messages in Part A, Transaction Register, of PCN
SE515-407. (Continued)
PROGRAM NQQ400
MESSAGE ACTIONS TO BE TAKEN

DSED USER CONTROL This message appears when the Analysis Merge Card

CARD ERROR is in error. For example: (a) The Card Identity
in card columns 1 and 2 must be N or Y and must
be used correctly; (b) The number of tapes in
card columns 2 and 3 must be a number from 01 to
40; {c) The number of tapes in card columns 2 and
3 must be compatible with the number of In Study
Identifiers beginning in card column 6. A

Figure A7-2. Discontinued (DSED) Error Messages.
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PROGRAM NQQ400
MESSAGE

ACTIONS TO BE TAKEN

DSED FAC ERROR

Check data being merged to insure compatibility of,

functional accounts. This message appears when
there are more than 50 functional accounts.

DSED MERGED TAPES
WILL EXCEED 40

Check input tape numbers to insure that all tapes

are for the same study and that the numbers are
correct. This message appears when the number of
tapes being merged exceeds 40.

DSED PAS TBL ERROR

Check input tape numbers to insure that all tapes °

are for the same study and numbers are correct.
This message appears when the number of base namesi
exceeds 40.

|

DSED FILE ERROR

Check input tape number to insure that correct
tape number was used. This message appears when
an unrecognized record type has been encountered.

!

DSED ERRORS 1IN
SUMMARIES

Check input to insure that a valid study is being
merged. This message appears when time values
have been summarized and there is no category time
data.

DSED TOO MANY
MANHOURS

Check validity of measured time on input data.
This message appears when the total direct,
indirect, or work center manhours has exceeded
99,999.99.

-3
s
i
¥
N
ki
H
3
i

DSED DISK FILE
ERROR

Request the Data Processing Installation System
Monitor to determine which measurement file was
being read when this condition occurred. Request
the final reports and summaries for that base.
Re-execute the Analysis Merge File, PCN SE515-415.
This message will appear when the final reports
and summaries were not requested in the DACS.

PROGRAM NQQ410
MESSAGE

ACTIONS TO BE TAKEN

DSED FILE ERROR

Check the input tape number to insure that the
correct tape number was used. This message
appears when the record type or sequence is
invalid.

DSED NO GOOD
TRANS

Check the input tape number. This message
appears when all the input is rejected.

SED NO UCC

Submit an LTAS Control Card. This message
appears when no LTAS Control Card was sutmitted
or it is not the first card in the deck.

SED USER CONTROL
ERROR

Correct the LTAS Control Card and resubmit the
request.

Figure A7-2.

Discontinued (DSED) Error Messages.

(Continued)
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PROGRAM NQQ410

MESSAGE ACTIONS TO BE TAKEN
DSED DUPE WL Check Workload Factors, PCN SE515-253, for dupli-
RECORDS cate entries; correct and resubmit through the

DACS if necessary. Remerge and re-execute the
LTAS. This message appears when historical work-
lcad data for the same month and year were
reported more than once for a workload factor or
work unit within a PAS.

DSED INVALID KEY
DSED INVALID READ
DSED INVALID WRITE

Contact the Data Processing Installation System
Monitor for assistance in preparing a Difficulty
Report (DIREP). A Tisting of the contents of the
Analysis File (AQQ40A) must be attached to the
DIREP. These messages appear when an invalid key
is generated for a random file access.

DSED WL DATA SIZE
ERROR

Check workToad values reported in the DACS and
correct if necessary. This message appears when
the sum of workload values exceeds 99,999,999,

Figure A7-2. Discontinued (DSED) Error Messages. (Continued)
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